TERMS OF REFERENCE

Advisor to the CAREC National Focal Point for PRC
The Asian Development Bank (ADB) Regional Cooperation Advisor (domestic consultant) will be assigned to the office of the National Focal Point (NFP) of the PRC for Central Asia Regional Economic Cooperation (CAREC) to provide advisory services, communication support and logistic assistance to the NFP in regional cooperation activities. The NFP in the PRC is the Deputy Director General of the International Department, Ministry of Finance. The Advisor will report to the Head, CAREC Unit, through NFP.
Scope of Work:
To perform a full range of communication, coordination and administration duties for CAREC related initiatives and activities; to provide analytical and technical inputs for CAREC programs and activities.
Detailed Tasks: 

1. Assist the NFP to ensure PRC’s effective participation in the planning, coordination and implementation of CAREC events (including Ministerial Conference, Senior Officials’ Meetings, sector meetings, workshops, CAREC Institute events, etc.);
2. Facilitate CAREC-related HQ and PRC Missions through coordination with concerned government agencies for meeting arrangements, and coordinate with ADB, central, Xinjiang UAR, and Inner Mongolia AR government agencies with a view to enhancing the operations of the NFP’s office;
3. Help the NFP to implement the Comprehensive Action Plan for the CAREC Program, and assist the NFP to implement CAREC's transport, energy and trade strategies, as required;
4. Collect and assess information related to PRC’s activities in the CAREC priority areas (transport, energy, and trade) and second-tier activities, and prepare for related research and writings;
5. Assist the NFP to review and monitor the progress of the CAREC program initiatives, with a view to recommending approaches of improving policy coordination, project implementation, etc.;
6. Be aware of the other regional cooperation initiatives related to CAREC including those of the Shanghai Cooperation Organization (SCO), World Bank China, UNDP China, WHO China, etc., and provide constructive advice to NFP on cross agencies cooperation;
7. Undertake and report on all related activities assigned by ADB’s Director of Country Coordination and Regional Cooperation Division, Central and West Asia Department and CAREC Team Leader;  

8. Assist in logistic and other arrangements for in-country consultations, workshops and conferences;
9. Perform other duties as required in support of the Program implementation.
Outputs/Report Requirements:
· Brief monthly reports for the CAREC Secretariat.
· Quarterly progress, activities, and issues report. 
Relevant Experience and Other Requirements:
1. Bachelor's degree in economics, public policy and administration, or other related fields; post-graduate level preferred; 
2. At least 5 years of relevant working experience; experience in international organizations will be an advantage;
3. Good oral and written communication skills in English and Chinese;
4. Proven ability to undertake background research and analysis, collect and organize required data and information, apply appropriate computer skills in analyzing and developing the data, and prepare notes, reports and special studies;
5. Good computer skills with sound knowledge of common word-processing, spreadsheets and graphics software including electronic mail system and ability to search over internet;
6. Ability to establish and maintain productive contacts with appropriate officials of government, donor agencies and executing agencies, NGOs and other international organizations;
7. Good interpersonal and communication skills essential; ability to work with individuals from different cultural/national backgrounds;
8. Ability to work effectively and efficiently in areas beyond specifically assigned tasks;
9. Sound knowledge of government administrative systems and procedures;
10. Chinese nationality only.
Duration: 
Three Months (with possibility of extension)
Contact Information:

Interested applicants should submit their curriculum vitae not later than 6 April 2010 to 

prcm-hr@adb.org.
