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The budget for Project equipment and supplies is estimated at about US$ 112,000 and 
are shown in the ITC budget (for common use).
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Annex III: Terms of Reference for the International Trade Centre as UN 
Coordinating Agent of Joint Programme

1. To make administrative and financial arrangements for the establishment
of the Programme Management Unit (PMU) at the premises of VIETCRAFT

ITC will draft job descriptions of all PMU staff, including:

- 1 Senior Technical Adviser;
- 1 National Project Coordinator;
- 1 National Project Officer;
- 1 Administrative Assistant.

ITC will consequently advertise the respective vacancy announcements in relevant media, 
e.g. Viet Nam News, relevant websites, etc. Following the identification of the preferred 
candidate, the Deputy National Programme Director (DNPD) will endorse the selection of 
the candidate and send ITC a written acceptance of the selected candidate so that ITC can 
take administrative recruitment action.

ITC will also make administrative and financial arrangements for the provision of PMU office 
facilities, purchase necessary equipment, and office running costs, stationary, 
copying/printing and dissemination of project literature and publications on behalf of all 
participating organizations.

2. Monitor, advise and support the PMU in its respective duties:

Planning and coordination:
- To support the operational teams of the Agencies and Partners in establishing the 
Work Plans and the Annual Budgets, 
- To timely consolidate the Work Plans and the Annual Budget and present them to the 
Programme Management Committee (PMC) for review and approval;

Implementation coordination
- Play the lead role in ensuring that all partners work together to deliver the 
programme, in compliance with the work plan;
- To advise the PMC on the implementation of the joint programme and to make 
recommendations on both substantive and financial issues, including budget revisions;
- To provide secretariat services for the PMC and to follow up on the decisions taken; 
- To help establish working level coordination mechanisms, including at the sub-national
level and generate synergies between different outcomes;
- To support all partners’ successful implementation of programme activities through 
direct assistance and technical and operational advice;
- To facilitate resolution of disputes among partners and to troubleshoot obstacles to 
timely implementation;
- To provide strategic advice on a comprehensive exit strategy.

Capacity development
- Promote national ownership by supporting the government in its leadership role within 
the joint programme and strengthen the government’s capacity to play this role
- Ensure that all joint programme activities prioritise sustainable capacity development 
of the targeted beneficiaries.

Communication and advocacy
- To drive the articulation of an advocacy and communications plan that advances the 
policy impacts of the joint programme while putting citizens and their organizations at 
the centre of local interventions.
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- Facilitate the implementation of the advocacy and communications plan in 
coordination with UN Agencies and national Partners; 
- To identify strategic partnerships with media organizations and other relevant non 
state actors with the aim of increasing awareness and visibility of poverty issues and 
the MDGs.
- Work collaboratively with citizen groups fostering their active participation in 
programme management, implementation, monitoring and evaluation.
- To leverage programme outcomes through advocacy to create broader, systemic 
change and achieve policy impact
- Ensure that programmes are accountable to all relevant partners particularly citizens 
for delivering programme results making available information as and when needed.

M&E and Knowledge Management
- To ensure the implementation of the monitoring and evaluation plan, in a participatory 
manner;
- To ensure that corrective actions are taken as a results of M&E findings;
- To ensure transparency of the M&E process by disseminating information to partners 
and relevant stakeholders.
- To identify and disseminate lessons learnt; 
- To forge links with other initiatives including joint programmes to identify best 
practices and share lessons with partners.

Reporting
- To prepare the narrative and consolidate financial information on expenditures for the 
programme and present them to the PMC for approval, before they are sent to the NSC.

3. Program management and coordination:

- Develop operational mechanisms for effective programme delivery, including the 
formalization of collaborative arrangements and operational guidelines for all 
programme partners; 
- Coordinate and monitor the delivery of all programme components and ensure 
synergies between all and components, with due consideration to skills-transfer and 
exchange of best practices.
- In close consultation with parties concerned, the PCU prepares rolling one-year work 
plans, which are updated every six months, and endorsed by the Programme 
Management Committee (PMC).
- Develop funds mobilization strategy to attract complementary resources and facilitate 
programme expansion and replication to other provinces over time.

4. Representation / communication 

- Provides main interface between the JP and the national (Vietrade/Vietcraft) and 
provincial authorities (Dept of Agriculture and Rural Development, Dept of Planning and 
Investment, Dept of Industry and Trade, People's Provincial Committee and National 
implementing Partners (NIPs).
- Designs and manages the JP website, which is to be integrated into the website of 
Vietcraft.
- Develop set of high-quality communication products in line with overall programme 
communication strategy.
- Shares best practices, lessons learned, and relevant contacts among the PUNOs.

5. Reporting

- Consolidates Narrative Joint Programme Progress Report: This results-based report is 
produced through an integrated Joint Programme reporting arrangement. The PCU will 
assist in the overall coordination and consolidation of the inputs for the narrative report. 
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Each agency receiving funds is responsible to provide quality and timely inputs for the 
narrative report based on an agreed standard reporting format.
- The PCU also coordinates and consolidates a terminal report at the end of the project 
duration. All reports should be reviewed and endorsed by the Programme Management 
Committee (PMC) before submission to the MDTF Office.
- The PCU provides brief written updates to the National Steering Committee (NSC) on 
progress of the JP, based on inputs provided by other PUNOs and NIPs and report to the 
(NSC) on a yearly basis.
- The PCU will quarterly report to the PMC to discuss progress in the implementation, 
assess progress made against indicators developed and make management decisions.


