Job Description




	Planning  Associate

	1. Job Environment

	Position Information:
	Reporting Lines:

	[bookmark: _GoBack]Department: Program Management
Position: As per ABP
Location: Head Office

	Report To: 

Program Officer

 





	2. Job Objective 

	Responsible for record keeping of documents, maintaining of record and responsible for providing support to planning section.



	3.Functions of the Position

	1. To assist in preparing monitoring visit charts and quarterly implementation reports.
2. Maintain files/records keeping and refurnishing PMD related information to all divisions/ Sections and Regions/PMOs.
3. To assist in arrangement of conducting Annual Program Budget workshop in close coordination of other departments
4. To facilitate in inter-department coordination.
5. Maintenance of proper record of issue/ receipt of stationery and other supplies for planning section.
6. Follow up cases pertaining different Divisions/ Sections for onward submission/ disposal.
7. Provide administrative assistance, including copying and maintaining project documents and files. 
8. Having close coordination with regions for gathering different type of information.
9. Perform any duty assigned by the Supervisors.




	4. Interaction

	Within the organization
	Outside the organization

	Regional Staff
PMO Staff
Head Office
Governance 
	Volunteers
Donor
Government of Pakistan
Partner organizations
Market Based Other NGO



	5. Competencies

	Interpersonal Skill                        
Presentation                                    
Report Writing                                
Communication

	Leadership Skills 
Team Building
Conflict Handling
Decision Making
Motivating Others
	Management Skills
Planning
Time Management
Coordination

	Technical Skills 
Analytical
Collaboration Dedication
Budgeting



	6.Desired Profile of Incumbent Person Specification

	1.Education/Qualification:
	2.Work Experience & Traits:

	F.A. (with additional relevant experience)
	1-2 years’ experience
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