Terms Of Reference for PROJECT assistant
ELTA-ELSE Grant – Dept of Plant and Molecular Biology, Faculty of Science University of Kelaniya 
Accelerating Higher Education Expansion and Development (AHEAD) Operation
University of Kelaniya
1. BACKGROUND

The development of the higher education sector is of central importance to enable Sri Lanka to make the transition from a Lower-Middle Income Country (LMIC) to an Upper Middle-Income Country (UMIC). Recognizing this, the Government of Sri Lanka (GoSL) and the World Bank have agreed to support the higher education sector through a Bank Funded Accelerating Higher Education Expansion and Development (AHEAD) operation. 

2.  THE OPERATION

The AHEAD operation is organized in two components. The first is a Program Component that supports the national Higher Education Development Program. The second is a system strengthening, capacity building and technical assistance component that will assist GoSL to strengthen the higher education sector and achieve the objectives of the AHEAD program component. The second component will also cover monitoring and evaluation, policy analyses, program coordination and communication. 

The implementing agency is the Ministry of Education, and its project management unit called Operations Monitoring and Support Team (OMST) which coordinate the operation between the University Grants Commission (UGC) and all Universities. There will be Operations Technical Secretariat (OTS) established at each university which will control, coordinate, and support all AHEAD activities between OMST, and the University. 
AHEAD has three Results Areas:

Results Area 1: Increasing Enrollment in Priority Disciplines for Economic Development 

Results Area 2: Improving the Quality of Higher Education

Results Area 3: Promoting Research, Development, and Innovation 

3. PROJECT 

ELTA-ELSE grant of the Department of Plant and Molecular Biology, Faculty of Science under AHEAD Operation, University of Kelaniya. 
4. KEY TASKS 

Subject to the direction and control of the Director / OTS, Grant Coordinator, the Project Assistant shall be required to perform and execute the following tasks efficiently and effectively.
· Assist the Grant Coordinator and Activity coordinators in overall implementation of the grant activities.

· Maintain a good rapport and professional relationship with academic and non-academic staff of the departments, faculty, and the University in general.
· Assist the Grant Coordinator for timely reporting of physical, procurement and financial progress, to OTS and OMST.
· Coordinate regularly with Activity Coordinators, Head of the Department and OTS and extend fullest support in procurement and payment process.
· Maintain efficient filing system and keep custody of financial records, expenses, procurement, inventory, and reports etc. along with effective retrieval system.

· Prepare monthly financial and physical progress reports and submit to OTS.

· Ensure PAT is periodically updated on the advice of OTS and Grant Coordinator with inputs supplied.  

· Preparation and submission of accurate, analytical, and timely Financial reports as stipulated. 

· Prepare payment vouchers and liaise with OTS for getting fund release for required purpose. 

· Convene progress review meeting, records the proceeding of the meeting, prepare minutes, and circulate among designated attendees.  
· Any other secretarial and other duties to be assigned by the Grant Coordinator. 

5. REMUNERATION

Monthly remuneration of Rs 45,000.00 all-inclusive will be paid upon satisfactory work performance. This remuneration payment is subject to EPF and ETF Payment as per labor law of Sri Lanka. Payments will be made upon submission of the time attendance sheet and activity progress, with the approval of the Project Coordinator.

6. REQUIRED QUALIFICATIONS & EXPERIENCE
Self-motivated and energetic person with perfect blend of core competencies, are requested to join the project under the afore said grant. The ideal person in mind should have GCE A/L in science stream with minimum of 03 S passes in a single sitting, including credit passes in English and Mathematics at GCE O/L. Undergraduate pending with final result, are also encouraged to apply. 
7. METHOD OF APPOINTMENT

By open Advertisement and selection of appointee will be made through a structured interview.  The appointment is on contract basis for a period of 03 months. This contract may be renewed for another period based on work performance and output during the contractual period. 
8. REQUIRED PROFESSIONAL COMPETENCIES AND OTHER ATTRIBUTES
· Ability to carry out the key tasks effectively and efficiently

· Ability to interact with senior academic and administrative staff in theuniversity 

· Ability to function effectively in a team environment inspiring trust and cooperation of other team members 

· Office punctuality and ability to work efficiently, and to meet the deadlines

· Strong communication, negotiating skills and good interpersonal relations 

· Fluent / ability to speak, read and write English, and assist in the production of project reports in English.
· Internet, email, and another computer functional literate

· Professional and etiquette behavior always.

9.  OTHER OBLIGATIONS 

Contract should be referred to.
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