
Programme Period:                  2014 – 2017  
 
Key Result Area (Strategic Plan) Inclusive Growth 
 
Atlas Award ID:   00080204 
 
Start date:        01 March 2014 
End Date                   28 February 2017 
PAC Meeting Date                  27.09.2013 
 
Management Arrangements  DIM 

Total resources required            _________ 

Total allocated resources: 1,507,500€ 

 Regular   _________ 
 Other: 

o Finland   1,200,000€ 
o Government     120,000€ 
o UNDP     187,500€ 

 
Unfunded budget:  _________ 

In-kind Contributions  _________ 
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1 IMF projections: http://www.imf.org/external/np/sec/pr/2012/pr12401.htm  

2 Kosovo Census 2011. The newest Labour Force Survey results for the first half of 2012 indicate that 
the unemployment rate is lower, standing at 35.1%. More accurate data shall be available once the 
annual labour force survey results are published by October 2013.  
3 Based on HBS 2011, it is estimated that 29.7 percent of Kosovo’s population lives below the poverty 
line, with 10.2 percent of the population living below the extreme poverty line (http://esk.rks-
gov.net/ENG/dmdocuments/Consumption%20Poverty%20in%20the%20Republic%20of%20Kosovo%
20in%202011.pdf). 

4 Kosovo Census 2011 

5 Labour Force Survey Results for the first half of 2012 

http://www.imf.org/external/np/sec/pr/2012/pr12401.htm
http://esk.rks-gov.net/ENG/dmdocuments/Consumption%20Poverty%20in%20the%20Republic%20of%20Kosovo%20in%202011.pdf
http://esk.rks-gov.net/ENG/dmdocuments/Consumption%20Poverty%20in%20the%20Republic%20of%20Kosovo%20in%202011.pdf
http://esk.rks-gov.net/ENG/dmdocuments/Consumption%20Poverty%20in%20the%20Republic%20of%20Kosovo%20in%202011.pdf
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6 Data are taken from the World Bank’s “World Development Indicators” 

7 Data are taken from International Labour Organization’s report : “Global Employment Trends for 
Youth 2012” 

8 LFS results first half of 2012 (youth aged 15 to 24 years)  

9 Labour Force Survey 2012 first half results 
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10 Remittance study 2012, pg. 45. 

11 Kosovo Human Development Report 2012 – Private Sector and Employment  

12 Among project beneficiaries the project mainly targets young women and men long term 
jobseekers, minority communities, people with disabilities, repatriated persons, vocational 
education students etc. 
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13 The drafting of the two documents was done in a participatory manner (included inputs from over 
300 relevant stakeholders: schools, students, municipalities, employment offices, education 
inspectorates and enterprises). During the entire process, all donor-funded project teams active in 
the VET sector in Kosovo had the opportunity to share comments and provide specialised advice. 
14 An EU funded Project managed by the European Union Office to Kosovo implemented by the 
Government of the Republic of Austria 
15 A project funded by the Government of Finland  
16 A project funded by the Government of Finland  
17 Systemic Overview of PES in Kosovo (L. Koro): Government annual expenditure on ALMPs is less 
than 0.1%GDP 
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18 The strategy is being developed during the second half of 2013, and UNDP together with other 
international organizations such as ETF, World Bank, GIZ, UNICEF etc., is actively contributing to the 
preparation of the Strategy and Action Plan (through sectoral working group meetings and local 
expert engaged) 
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19 The Law on Gender Equality in Kosovo no 2004/02 Section 13 and Section 14 

20 Systemic Overview of PES 2013 by L. Koro supported by EYE project 
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21 Integrated concept of service delivery is one of the measures towards modernization of Public 
Employment Services. It has been identified as a necessary action, to be undertaken by the Ministry 
of Labour and Social Welfare to enhance the efficiency of service delivery towards key PES clients – 
jobseekers and employers, during a thorough Assessment of Public Employment Services in Kosovo 
Report conducted by UNDP in 2009. The concept envisages several measures such as: »Profiling« of 
the unemployed who are looking for a job in order to ensure the most disadvantaged groups are 
receiving employment services, reorganization of roles and responsibilities between employment 
counsellors (instead of having three types of employment counsellors providing different services to 
jobseekers and employers, to introduce a generic model for counsellors so that all counsellors are 
involved in working with jobseekers, visiting employers and trainers. This approach would enhance 
the delivery, would provide for a more individualized service delivery and would ‘reduce’ the 
frustration of jobseekers to be ‘treated’ by different persons every time they visit the employment 
centre). However, introducing the concept integrated service delivery requires certain physical 
infrastructure in the employment offices.    

22 About 40% of employment office buildings need infrastructure investment in order to have the 
physical space required for implementation of ‘integrated service delivery approach’.  

23 Final report  Project KCV/010 ‘Strengthening Vocational Training in Kosovo’ Feb 2013 
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24 ALMP has provided support to the Ministry of Labour and Social Welfare to implement several 
active employment measures, namely, on the job training, wage subsidy and internship scheme. In 
2013, ALMP jointly with the EU funded project Kosvet VI has assisted the Ministry to draft the 
unified Operations Manual to implement these three measures. Similarly, and considering the 
limited experience of PES and VTC to implement self-employment programmes, under ALMP 2, it is 
envisaged to look at all the practices implemented so far by different donor funded projects and 
grasp the best practices in the Operations Manual to implement self-employment programmes. The 
project shall take into account also the best practices from the region, specifically the successful self-
employment programme implemented by UNDP office in Macedonia. Based on in-house expertise 
and the research done, ALMP 2 will ensure that the elements that contribute to the successful 
implementation of self-employment programmes shall be included in the design of the Operations 
Manual, specifically, proper targeting of beneficiaries, training and support to conduct market 
research in order to assess the viability of the ‘business ideas’, development of business plans, but 
also follow up support through monitoring and mentoring, through provision of additional training 
on government business accounting requirements, tax related responsibilities, targeted marketing 
etc.  
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25 54% of respondents from urban areas and 66% of respondents from rural areas were not aware of 
PES services (Source: UBO consulting: A report on Marketing Survey Analysis for awareness of 
jobseekers 2011) 
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26 http://esk.rks-gov.net/ENG/bussines-statistics/publications. The last report available in Albanian 
language covers 2007-2011. 
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27 UNDP shall make efforts to transfer the facilitation role to the project’s main beneficiary MLSW 

28 Ministry of Education, Science and Technology and Kosovo Agency for Statistics and other 
stakeholders as appropriate  

Project Manager 

Business Development Officer/Mentor 

Project Associates x 3 

Admin/Finance Associate x 1 

UNV Advocacy/Outreach Assistant x 1 

UNV Business Marketing Assistant 

Intern – Accountant  

 

 

Project Board 

Senior Beneficiary 

Ministry of Labour and 
Social Welfare 

Executive 

UNDP 

Senior Supplier 

Government of Finland 

 

Project Assurance 

Programme 
Analyst/Programme 

Coordinator/Policy Unit 

 

 

Programme Support 
– operational support 

 

Project Organisation Structure 
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UNITED NATIONS DEVELOPMENT PROGRAMME 

Terms of Reference 

 

 

Title: Project Manager 

Project: Active Labour Market Programmes 2 (ALMP2) 

Department/Unit: UNDP Kosovo/ Inclusive Growth Team 

Reports to: Programme Analyst 

Duty Station: Prishtine, Kosovo  

Duration of assignment: 12 months with possibility of extension 

Expected starting date: 1 May 2014 

Level: SB4 (3,4) 

 

II. ORGANIZATIONAL CONTEXT  

Kosovo's economy has shown great resilience to the economic crisis that the Western Balkans 
and Europe as a whole experience - growing by 5% in 2011 and projected to grow by more than 
3% (in real terms) in both 2012 and 2013.  Nevertheless, the continuous growth rates in the last 
couple of years are largely viewed as being unsustainable in the medium to long term if the 
economy does not resolve several macroeconomic and social imbalances. On the economic side, 
the current rates of consumption and investments driving GDP growth are largely financed by 
unsustainable sources (i.e. remittances and capital inflows from the diaspora, expansionary fiscal 
policy, donor funds, etc.). On the other hand, as far as the social dimension is concerned, 
available data suggests that economic growth has not been associated with any substantial 
decreases in the worryingly high rates of unemployment (44%) and poverty (29.7%). 

        As Kosovo strives to advance its development agenda, it must simultaneously address both 
of these imbalances. While there is undoubtedly a need to sustain and expand both public and 
private financing for investments in infrastructure, human capital and technological upgrading – 
with the aim of, first and foremost, developing a vibrant and export oriented private sector – the 
success of such efforts is largely depended on whether there is sufficient social stability in the 
medium term to allow time for the set of complex and interrelated economic reforms to achieve 
their desired long-term effect. In addition, at a time when a large part of Kosovo's society remains 
excluded, often for lengthy periods of time, from income generating opportunities (whether 
employment or social assistance schemes), the improvement of their immediate living conditions 
represents not only a moral obligation, but also a deterrent to lackluster economic growth in the 
future, since long-term unemployment and prolonged life in poverty deteriorate the quality of a 
country's available human capital. 

       As it moves forward, Kosovo needs to scale up the efforts to ensure a more inclusive pattern 
of economic growth – a pattern that will provide citizens with equal opportunities to benefit from 
economic growth and to be able to contribute to it. To this end, one of the essential priorities will 
be to ensure that economic expansion is associated with higher rates of job creation and 
employment. 

       UNDP has extensive experience working with labour market issues in Kosovo, having 
successfully implemented the Employment Generation Project (2005 – 2006) and, since 2007, 
the Active Labour Market Programmes (ALMP). In close partnership with the Kosovo Ministry of 
Labour and Social Welfare (MLSW), ALMP focused on developing the capacity of the public 
employment services (PES) to provide individualized and targeted labour market programmes, 
aimed at increasing the employment opportunities and employment prospects of disadvantaged 
youth. As UNDP continues to concentrate its programme strategy in improving youth 
employability and job creation through direct employment-supporting instruments, it recognizes 
the need to extend support at the policy level to develop and implement sustainable employment 
policies through improved governance and policy-setting capacities.    
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III. FUNCTIONS / KEY RESULTS EXPECTED 

Under the direct supervision of the Programme Analyst, the Project Manager will execute duties 
and responsibilities outlined below: 

 

Summary of functions:  

1. Management of the project activities in accordance with UNDP Policies and Procedure 
and UNDP Kosovo Standard Operating Procedures 

2. Monitoring of progress and risks, ensuring that changes are controlled and problems 
addressed; Reporting on progress including measures to address challenges and 
opportunities 

3. Support partnerships and advocacy activities at project level  
4. Ensure implementation of knowledge management activities  

 

Management of the project activities in accordance with UNDP Policies and Procedures 
and the UNDP Kosovo Standard Operating Procedures: 

 

 Be responsible for the overall implementation of the project outputs and activities 

 In close cooperation with the project team, ensure the project intended outputs are 
delivered and the project results are measurable  

 Be primarily responsible for the deliverables related to enhanced labour market 
knowledge base and establishment of the employment fund 

 Prepare annual project workplans and related sub-plans (quarterly plans if required, and 
others as necessary);  

 Build, motivate and lead a high-performing project team; coordinate and supervise the 
work of the project personnel  

 Ensure timely and good-quality implementation of workplan activities. 

 Continuously monitor progress against the approved work-plan; Identify changes in the 
external environment and promptly agree necessary solutions/actions ( e.g. related to the 
planning and implementation of activities, need for new activities/approaches) in 
coordination with UNDP office and the Project Board  

 Manage the budget assigned to the project as well as be responsible for all other project 
related implementation processes such as financial resources and accounting,  
procurement, HR etc to ensure accuracy of reports.    

 Coordinate an exit strategy at least 6 months ahead of the project closure date; ensure 
closure of the project is done according to the established procedures 

 

Monitoring of progress and risks, ensuring that changes are controlled and problems 
addressed; Reporting on progress including measures to address challenges and 
opportunities: 

 Monitor events as determined in the project monitoring schedule plan, and update the 
plan (in Atlas and off-Atlas) as required;  

 Periodically update the project information in the Atlas Project Management module 

 Manage and monitor the project risks initially identified and submit new risks to the  
project board for consideration and decision on possible actions if required; update the 
status of these risks by maintaining the project risks log;  

 Organize regular Project Board meetings and perform regular project progress reporting;  

 Prepare semi-annual and annual substantive and financial reports, with the support of 
project team, in line with approved annual work plans. Measure progress achieved 
against set targets and indicators.  

 Submit the report to supervisor in the UNDP programme team for review and clearance, 
according to the agreed timetable.  

 Ensure reporting to donor is prepared in a timely manner and at the required quality; 
Support the preparation of reviews and evaluations as defined in the project document 

 Prepare final project report 
 

Support partnerships and advocacy activities at project level: 

 Be familiar with the activities of other development projects in the sector/area, establish 
contacts, explore potential synergies as well as project niches.   

 Create and maintain partnerships with relevant central and local institutions, private 
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sector and civil society  

 Support the partnerships and advocacy activities agreed by the UNDP office in the 
area/sector covered by the project 

 

Ensure implementation of knowledge management activities:  

 Regular exchange of information/experience with other projects, cross-learning and 
sharing results and good practices 

 Capture lessons learnt during project implementation – a lessons learnt log can be used 
in this regard 

 Ensure wide dissemination and visibility of project achievements in close cooperation and 
coordination with the communication staff and programme staff of UNDP. 

 Participation in regular internal meetings,  

 Participation in training events, communities of practice, codifying and sharing knowledge  
 Facilitation and organization of training for project staff to enable them to perform at the 

required level 

 

IV. IMPACT OF RESULTS 

 
The results of the work of Project Manager have a direct impact on the implementation of the 
project and the achievement of results.  Specifically, the project manager will be leading the 
project team and outsourced partners and contractors involved in project implementation. 
The results have an impact on the planning, implementation, monitoring and coordination of 
project activities and resources (human, financial, material assets etc.) in order to meet 
expected results, and contribute to the overall success and impact of the UNDP office work in 
Kosovo. 

 

V. COMPETENCIES  

Functional Competencies: 

 Ability to conduct strategic planning, results-based management and reporting, 
 Ability to lead monitoring of management projects, 
 Ability to lead business process, 
 Ability to affect staff behavioral/attitudinal change, 
 Ability to perform a variety of specialized tasks related to Results-Based Management, 

including support to design, planning and implementation of the programme, managing 
data, reporting, 

 Analytical and strategic thinking/results orientation, 
 Excellent interpersonal skills and ability to communicate effectively, both orally and in 

writing, 
 Ability to establish effective working relations in a multicultural team environment, 
 Excellent supervisory, management and team-building skills. 

 
Core Competencies: 

 Demonstrating/safeguarding ethics and integrity,   
 Demonstrate corporate knowledge and sound judgment,  
 Self-development, initiative-taking,  
 Demonstrates integrity by modeling the UN’s values and ethical standards, 
 Promotes the vision, mission and strategic goals of UNDP, 
 Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability, 
 Treats all people fairly without favoritism, 
 Excellent analytical and organizational skills, 
 Demonstrates substantial experience in gender equality. Actively promotes gender       

equality in all Project activities. 

 

VI. Recruitment Qualifications 

 

Education: 

- Master’s degree (or equivalent) in Public Administration, 
Social Sciences, Economy and/or Business Management or 
other related areas in combination with min. 3 years of relevant 
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working experience. 

- BA in Public Administration, Social Sciences, Economy and/or 
Business Management or other related area is acceptable, in 
combination with 6 years of relevant working experience or 
other relevant fields. 

 

Experience: 

 Min. 3 years of relevant working experience (or 6 years 
of relevant work experience for those with BA 
educational level) in project/programme management 
or managing staff and operational systems,  

 Proven track record in management of projects or 
programmes in a complex and diverse context involving 
multiple stakeholders is desirable  

 Experience in managing economic development and 
employment related projects and programmes; 
knowledge of active employment measures is an asset  

 Previous experience in development assistance or 
related  work for an international agency or donor 
organization or NGO is an asset 

 Experience in the usage of computers and office 
software packages (MS Word, Excel, etc.) is required; 
advanced knowledge of spreadsheet and database 
packages, experience in handling of web based 
management systems is desirable 

 

Language Requirements: 

Fluency in both oral and written English and Albanian language. 
Knowledge of Serbian language would be considered an 
advantage. 

 

VII. Signatures 

Incumbent  (if applicable) 

 

Name                                          Signature                                         Date 

Supervisor 

 

Name  / Title                               Signature                                         Date 

Head of Team 

 

Name / Title                                Signature                                         Date 
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UNITED NATIONS DEVELOPMENT PROGRAMME 
Terms of Reference 
 

 

 
Title: Project Associate (B) 
Project: Active Labour Market Programmes 2 (ALMP2) 
Department/Unit: UNDP Kosovo/ Inclusive Growth Team 
Reports to: Project Manager 
Duty Station: Prishtine, Kosovo  
Duration of assignment: 12 months with possibility of extension 
Expected starting date: 1 May 2014 
Level: SB3 (5)  
 

 

 
II. Organizational Context  
 

Kosovo's economy has shown great resilience to the economic crisis that the Western Balkans 
and Europe as a whole experience - growing by 5% in 2011 and projected to grow by more than 
3% (in real terms) in both 2012 and 2013.  Nevertheless, the continuous growth rates in the last 
couple of years are largely viewed as being unsustainable in the medium to long term if the 
economy does not resolve several macroeconomic and social imbalances. On the economic side, 
the current rates of consumption and investments driving GDP growth are largely financed by 
unsustainable sources (i.e. remittances and capital inflows from the diaspora, expansionary fiscal 
policy, donor funds, etc.). On the other hand, as far as the social dimension is concerned, 
available data suggests that economic growth has not been associated with any substantial 
decreases in the worryingly high rates of unemployment (44%) and poverty (29.7%). 
       As Kosovo strives to advance its development agenda, it must simultaneously address both 
of these imbalances. While there is undoubtedly a need to sustain and expand both public and 
private financing for investments in infrastructure, human capital and technological upgrading – 
with the aim of, first and foremost, developing a vibrant and export oriented private sector – the 
success of such efforts is largely depended on whether there is sufficient social stability in the 
medium term to allow time for the set of complex and interrelated economic reforms to achieve 
their desired long-term effect. In addition, at a time when a large part of Kosovo's society remains 
excluded, often for lengthy periods of time, from income generating opportunities (whether 
employment or social assistance schemes), the improvement of their immediate living conditions 
represents not only a moral obligation, but also a deterrent to lackluster economic growth in the 
future, since long-term unemployment and prolonged life in poverty deteriorate the quality of a 
country's available human capital. 
      As it moves forward, Kosovo needs to scale up the efforts to ensure a more inclusive pattern 
of economic growth – a pattern that will provide citizens with equal opportunities to benefit from 
economic growth and to be able to contribute to it. To this end, one of the essential priorities will 
be to ensure that economic expansion is associated with higher rates of job creation and 
employment. 
      UNDP has extensive experience working with labour market issues in Kosovo, having 
successfully implemented the Employment Generation Project (2005 – 2006) and, since 2007, 
the Active Labour Market Programmes (ALMP). In close partnership with the Kosovo Ministry of 
Labour and Social Welfare (MLSW), ALMP focused on developing the capacity of the public 
employment services (PES) to provide individualized and targeted labour market programmes, 
aimed at increasing the employment opportunities and employment prospects of disadvantaged 
youth. As UNDP continues to concentrate its programme strategy in improving youth 
employability and job creation through direct employment-supporting instruments, it recognizes 
the need to extend support at the policy level to develop and implement sustainable employment 
policies through improved governance and policy-setting capacities. 

 

III. Functions / Key Results Expected 
 

Under the direct supervision of the Project Manager, the Project Associate will execute duties and 
responsibilities outlined below: 
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 Support the overall implementation of the projects activities related to enhancement of 
human resource capacities of Public Employment Services and Vocational Training 
Centres, 

 In close coordination with the project team, identify strengths and weaknesses in the 
implementation of the Operations Guidelines for On the Job Training and Wage Subsidy   

 Provide on-hand training and support to the Employment Counsellors and related 
partners on implementation of the Operational Guidelines for active employment 
measures, 

 Ensure provision of equal opportunities to women and men, and inclusion of other 
vulnerable groups such as minorities, women households, victims of domestic violence, 
repatriated persons in Kosovo etc.,  

 In the capacity of the observer to the Regional Approval Board meetings, provide 
technical advisory support to ensure proper implementation of project activities/ALMPs,  

 Prepare Training Agreements to be signed by involved parties,   
 Review reimbursement requests and monitor disbursement of payments to 

implementation partners,  
 Be responsible for the field monitoring in the assigned Regions by the Project Manager to 

carry out implementation of AMLP2,    
 Ensure effective integration of activity related information in the project database, 
 Regularly review implementation of the related project activities in order to identify the 

strengths and weaknesses; utilize the data collected to increase the project efficiency,  
 Provide support to the short-term technical experts in delivering outputs specified in their 

TORs, 
 Support the Employment Services to make necessary updates to the Operations Manual 

in annual basis, as needed and in a timely manner.  
 

 

IV. Impact of Results  

 
The results of the work of the Project Associate have a direct impact on the work of the project, 
the Inclusive Growth programme and the achievement of results. Specifically, the results have an 
impact on the planning, implementation, monitoring and coordination of project/programme 
activities and resources (human, financial, material assets etc.) in order to meet expected results. 

V. Competencies  

Functional Competencies: 
 Excellent organisational skills, 
 Very strong communication and interpersonal skills, demonstrated ability to build trust, 
 Provides information and documentation on specific stages of projects implementation, 
 Documents and tracks innovative strategies/best practices/new approaches, 
 Responds positively to new approaches, 
 Understands the main processes and methods of work regarding to the position, 
 Possesses  knowledge of organizational policies and procedures relating to the position 

and applies them consistently in work tasks, 
 Demonstrates good knowledge of information technology and applies it in work 

assignments, 
 Reports to internal and external clients in a timely and appropriate fashion, 
 Organizes and prioritizes work schedule to meet client needs and deadlines, 
 Responds to client needs promptly, 
 Good analytical skills; able to exercise sound judgement. 

 
Core Competencies: 

 Demonstrating/safeguarding ethics and integrity, 
 Demonstrate corporate knowledge and sound judgment,  
 Self-development, initiative-taking,  
 Acting as a team player and facilitating team work,  
 Facilitating and encouraging open communication in the team, communicating effectively,  
 Creating synergies through self-control, 
 Managing conflict, 
 Displayed cultural, gender, religion, race, nationality and age sensitivity and adaptability, 
 Informed and transparent decision making, 
 Treats all people fairly without favouritism, 
 Demonstrates experience in gender equality. 

 

VI. Recruitment Qualifications 
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Education: 

Secondary education is a minimum requirement. Bachelor’s 
degree in economics, social sciences or other relevant fields is 
an advantage. 

 
Experience: 

 Min. 7 years of relevant working experience on labour 
market issues is required; experience with active 
employment measures is considered an asset; 
experience in development projects preferably with 
international donor/NGO programmes and projects  

 Experience in web based management systems is an 
asset 

 Experience in the usage of computers and office 
software packages (MS Word, Excel, etc.) is required  

 
Language Requirements: 

Fluency in both oral and written English and Albanian. 
Knowledge of Serbian would be considered an advantage. 

Other requirements  Driver’s Licence category B 

 

 

VII. Signatures 
Incumbent  (if applicable) 

 
Name                                          Signature                                         Date 

Supervisor 
 
Name  / Title                               Signature                                         Date 

Head of Team 
 
Name / Title                                Signature                                         Date 
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UNITED NATIONS DEVELOPMENT PROGRAMME 
Terms of Reference 
 

 

 
Title: Project Associate (C) 
Project: Active Labour Market Programmes 2 (ALMP2) 
Department/Unit: UNDP Kosovo/ Inclusive Growth Team 
Reports to: Project Manager 
Duty Station: Prishtine, Kosovo  
Duration of assignment: 12 months with possibility of extension 
Expected starting date: 1 May 2014 
Level: SB3 (5) 
 

 

 
II. Organizational Context  

Kosovo's economy has shown great resilience to the economic crisis that the Western Balkans 
and Europe as a whole experience - growing by 5% in 2011 and projected to grow by more than 
3% (in real terms) in both 2012 and 2013.  Nevertheless, the continuous growth rates in the last 
couple of years are largely viewed as being unsustainable in the medium to long term if the 
economy does not resolve several macroeconomic and social imbalances. On the economic side, 
the current rates of consumption and investments driving GDP growth are largely financed by 
unsustainable sources (i.e. remittances and capital inflows from the diaspora, expansionary fiscal 
policy, donor funds, etc.). On the other hand, as far as the social dimension is concerned, 
available data suggests that economic growth has not been associated with any substantial 
decreases in the worryingly high rates of unemployment (44%) and poverty (29.7%). 
        As Kosovo strives to advance its development agenda, it must simultaneously address both 
of these imbalances. While there is undoubtedly a need to sustain and expand both public and 
private financing for investments in infrastructure, human capital and technological upgrading – 
with the aim of, first and foremost, developing a vibrant and export oriented private sector – the 
success of such efforts is largely depended on whether there is sufficient social stability in the 
medium term to allow time for the set of complex and interrelated economic reforms to achieve 
their desired long-term effect. In addition, at a time when a large part of Kosovo's society remains 
excluded, often for lengthy periods of time, from income generating opportunities (whether 
employment or social assistance schemes), the improvement of their immediate living conditions 
represents not only a moral obligation, but also a deterrent to lackluster economic growth in the 
future, since long-term unemployment and prolonged life in poverty deteriorate the quality of a 
country's available human capital. 
      As it moves forward, Kosovo needs to scale up the efforts to ensure a more inclusive pattern 
of economic growth – a pattern that will provide citizens with equal opportunities to benefit from 
economic growth and to be able to contribute to it. To this end, one of the essential priorities will 
be to ensure that economic expansion is associated with higher rates of job creation and 
employment. 
      UNDP has extensive experience working with labour market issues in Kosovo, having 
successfully implemented the Employment Generation Project (2005 – 2006) and, since 2007, 
the Active Labour Market Programmes (ALMP). In close partnership with the Kosovo Ministry of 
Labour and Social Welfare (MLSW), ALMP focused on developing the capacity of the public 
employment services (PES) to provide individualized and targeted labour market programmes, 
aimed at increasing the employment opportunities and employment prospects of disadvantaged 
youth. As UNDP continues to concentrate its programme strategy in improving youth 
employability and job creation through direct employment-supporting instruments, it recognizes 
the need to extend support at the policy level to develop and implement sustainable employment 
policies through improved governance and policy-setting capacities. 

 

III. Functions / Key Results Expected 

Under the direct supervision of the Project Manager, the Project Associate will execute duties and 
responsibilities outlined below: 
 

 Support the overall implementation of the projects activities related to enhancement of 
business processes in providing integrated employment service delivery,  
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 In close coordination with the project team, identify strengths and weaknesses in the 
implementation of the Operations Guidelines for ALMPs,  

 Provide on-hand training and support to the Employment Counsellors and related 
partners on implementation of the Operational Guidelines for active employment 
measures, 

 Ensure provision of equal opportunities to women and men, and inclusion of other 
vulnerable groups such as minorities, women households, victims of domestic violence, 
repatriated persons in Kosovo, etc.,  

 In the capacity of the observer to the Regional Approval Board meetings, provide 
technical advisory support to ensure proper implementation of project activities/ALMPs,  

 Prepare Training Agreements to be signed by involved parties,   
 Review reimbursement requests and monitor disbursement of payments to 

implementation partners,  
 Be responsible for the field monitoring in the assigned Regions by the Project Manager to 

carry out implementation of AMLP2,    
 Ensure effective integration of activity related information in the project database, 
 Regularly review implementation of the related project activities in order to identify the 

strengths and weaknesses; utilize the data collected to increase the project efficiency,  
 Provide support to the short-term technical experts in delivering outputs specified in their 

TORs, 
 Support the Employment Services to make necessary updates to the Operations Manual 

in annual basis, as needed and in a timely manner.  

 

IV. Impact of Results  
 
The results of the work of the Project Associate have a direct impact on the work of the project, 
the Inclusive Growth programme and the achievement of results. Specifically, the results have an 
impact on the planning, implementation, monitoring and coordination of project/programme 
activities and resources (human, financial, material assets etc.) in order to meet expected results. 

 

V. Competencies  

Functional Competencies: 
 Excellent organisational skills, 
 Very strong communication and interpersonal skills, demonstrated ability to build trust, 
 Provides information and documentation on specific stages of projects implementation, 
 Documents and tracks innovative strategies/best practices/new approaches, 
 Responds positively to new approaches, 
 Understands the main processes and methods of work regarding to the position, 
 Possesses  knowledge of organizational policies and procedures relating to the position 

and applies them consistently in work tasks, 
 Demonstrates good knowledge of information technology and applies it in work 

assignments, 
 Reports to internal and external clients in a timely and appropriate fashion, 
 Organizes and prioritizes work schedule to meet client needs and deadlines, 
 Responds to client needs promptly, 
 Good analytical skills; able to exercise sound judgement. 

 
Core Competencies: 

 Demonstrating/safeguarding ethics and integrity, 
 Demonstrate corporate knowledge and sound judgment,  
 Self-development, initiative-taking,  
 Acting as a team player and facilitating team work,  
 Facilitating and encouraging open communication in the team, communicating effectively,  
 Creating synergies through self-control, 
 Managing conflict, 
 Displayed cultural, gender, religion, race, nationality and age sensitivity and adaptability, 
 Informed and transparent decision making, 
 Treats all people fairly without favouritism, 
 Demonstrates experience in gender equality. 

 

VI. Recruitment Qualifications 

 
Education: 

Secondary education is a minimum requirement. Bachelor’s 
degree in economics, social sciences or other relevant fields is 
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an advantage. 

 
Experience: 

 Min. 7 years of relevant working experience on labour 
market issues is required; experience with active 
employment measures is considered an asset; 
experience in development projects preferably with 
international donor/NGO programmes and projects  

 Experience in web based management systems is an 
asset 

 Experience in the usage of computers and office 
software packages (MS Word, Excel, etc.) is required 

 
Language Requirements: 

Fluency in both oral and written English and Albanian. 
Knowledge of Serbian would be considered an advantage. 

Other requirements:  Driver’s license category B  

 

VII. Signatures 

Incumbent  (if applicable) 
 
Name                                          Signature                                         Date 

Supervisor 
 
Name  / Title                               Signature                                         Date 

Head of Team 
 
Name / Title                                Signature                                         Date 
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UNITED NATIONS DEVELOPMENT PROGRAMME 
Terms of Reference 
 

 

 
Title: Project Associate (A) 
Project: Active Labour Market Programmes 2 (ALMP2) 
Department/Unit: UNDP Kosovo/ Inclusive Growth Team 
Reports to: Project Manager 
Duty Station: Prishtine, Kosovo  
Duration of assignment: 12 months with possibility of extension 
Expected starting date: 1 May 2014 
Level: SB3 (5) 
 

 

II. Organizational Context  

Kosovo's economy has shown great resilience to the economic crisis that the Western Balkans 
and Europe as a whole experience - growing by 5% in 2011 and projected to grow by more than 
3% (in real terms) in both 2012 and 2013.  Nevertheless, the continuous growth rates in the last 
couple of years are largely viewed as being unsustainable in the medium to long term if the 
economy does not resolve several macroeconomic and social imbalances. On the economic side, 
the current rates of consumption and investments driving GDP growth are largely financed by 
unsustainable sources (i.e. remittances and capital inflows from the diaspora, expansionary fiscal 
policy, donor funds, etc.). On the other hand, as far as the social dimension is concerned, 
available data suggests that economic growth has not been associated with any substantial 
decreases in the worryingly high rates of unemployment (44%) and poverty (29.7%). 
        As Kosovo strives to advance its development agenda, it must simultaneously address both 
of these imbalances. While there is undoubtedly a need to sustain and expand both public and 
private financing for investments in infrastructure, human capital and technological upgrading – 
with the aim of, first and foremost, developing a vibrant and export oriented private sector – the 
success of such efforts is largely depended on whether there is sufficient social stability in the 
medium term to allow time for the set of complex and interrelated economic reforms to achieve 
their desired long-term effect. In addition, at a time when a large part of Kosovo's society remains 
excluded, often for lengthy periods of time, from income generating opportunities (whether 
employment or social assistance schemes), the improvement of their immediate living conditions 
represents not only a moral obligation, but also a deterrent to lackluster economic growth in the 
future, since long-term unemployment and prolonged life in poverty deteriorate the quality of a 
country's available human capital. 
      As it moves forward, Kosovo needs to scale up the efforts to ensure a more inclusive pattern 
of economic growth – a pattern that will provide citizens with equal opportunities to benefit from 
economic growth and to be able to contribute to it. To this end, one of the essential priorities will 
be to ensure that economic expansion is associated with higher rates of job creation and 
employment. 
      UNDP has extensive experience working with labour market issues in Kosovo, having 
successfully implemented the Employment Generation Project (2005 – 2006) and, since 2007, 
the Active Labour Market Programmes (ALMP). In close partnership with the Kosovo Ministry of 
Labour and Social Welfare (MLSW), ALMP focused on developing the capacity of the public 
employment services (PES) to provide individualized and targeted labour market programmes, 
aimed at increasing the employment opportunities and employment prospects of disadvantaged 
youth. As UNDP continues to concentrate its programme strategy in improving youth 
employability and job creation through direct employment-supporting instruments, it recognizes 
the need to extend support at the policy level to develop and implement sustainable employment 
policies through improved governance and policy-setting capacities. 

 

III. Functions / Key Results Expected 

Under the direct supervision of the Project Manager, the Project Associate will execute duties and 
responsibilities outlined below: 
 

 Support the overall implementation of the projects activities related to training and 
employment opportunities for vulnerable jobseekers,   

 In close coordination with the project team, identify strengths and weaknesses in the 
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implementation of the Operations Guidelines for On the Job Training and Wage Subsidy   
 Provide hands-on training and support to the Employment Counsellors and related 

partners on implementation of the Operational Guidelines for active employment 
measures  

 Verify compliance with the procedures, roles and responsibilities of involved parties, as 
set in the  Operational Guidelines for implementation of ALMPs,  

 Ensure provision of equal opportunities to women and men, and inclusion of other 
vulnerable groups such as minorities, women households, victims of domestic violence, 
repatriated persons in Kosovo etc.,  

 In the capacity of the observer to the Regional Approval Board meetings, provide 
technical advisory support to ensure proper implementation of project activities/ALMPs,  

 Prepare Training Agreements to be signed by involved parties,   
 Review reimbursement requests and monitor disbursement of payments to 

implementation partners,  
 Be responsible for the field monitoring in the assigned Regions by the Project Manager to 

carry out implementation of AMLP2,    
 Ensure effective integration of activity related information in the project database, 
 Regularly review implementation of the related project activities in order to identify the 

strengths and weaknesses; utilize the data collected to increase the project efficiency,  
 Provide support to the short-term technical experts in delivering outputs specified in their 

TORs, 
 Support the Employment Services to make necessary updates to the Operations Manual 

in annual basis, as needed and in a timely manner.  

 

IV. Impact of Results  

 
The results of the work of the Project Associate have a direct impact on the work of the project, 
the Inclusive Growth programme and the achievement of results. Specifically, the results have an 
impact on the planning, implementation, monitoring and coordination of project/programme 
activities and resources (human, financial, material assets etc.) in order to meet expected results. 

 

V. Competencies  

Functional Competencies: 
 Excellent organisational skills, 
 Very strong communication and interpersonal skills, demonstrated ability to build trust, 
 Provides information and documentation on specific stages of projects implementation, 
 Documents and tracks innovative strategies/best practices/new approaches, 
 Responds positively to new approaches, 
 Understands the main processes and methods of work regarding to the position, 
 Possesses  knowledge of organizational policies and procedures relating to the position 

and applies them consistently in work tasks, 
 Demonstrates good knowledge of information technology and applies it in work 

assignments, 
 Reports to internal and external clients in a timely and appropriate fashion, 
 Organizes and prioritizes work schedule to meet client needs and deadlines, 
 Responds to client needs promptly, 
 Good analytical skills; able to exercise sound judgement. 

 
Core Competencies: 

 Demonstrating/safeguarding ethics and integrity,   
 Demonstrate corporate knowledge and sound judgment,  
 Self-development, initiative-taking,  
 Acting as a team player and facilitating team work,  
 Facilitating and encouraging open communication in the team, communicating effectively,  
 Creating synergies through self-control, 
 Managing conflict, 
 Displayed cultural, gender, religion, race, nationality and age sensitivity and adaptability, 
 Informed and transparent decision making, 
 Treats all people fairly without favouritism, 
 Demonstrates experience in gender equality. 

 

VI. Recruitment Qualifications 

 Secondary education is a minimum requirement. Bachelor’s 
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Education: degree in economics, social sciences or other relevant fields is 
an advantage.  

 
Experience: 

 Min. 7 years of relevant working experience on labour 
market issues is required; experience with active 
employment measures is considered an asset; 
experience in development projects preferably with 
international donor/NGO programmes and projects  

 Experience in web based management systems is an 
asset 

 Experience in the usage of computers and office 
software packages (MS Word, Excel, etc.) is required  

 
Language Requirements: 

Fluency in both oral and written English and Albanian. 
Knowledge of Serbian would be considered an advantage. 

Other requirements:  Driver’s License category B  

 

VII. Signatures 

Incumbent  (if applicable) 
 
Name                                          Signature                                         Date 

Supervisor 
 
Name  / Title                               Signature                                         Date 

Head of Team 
 
Name / Title                                Signature                                         Date 
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UNITED NATIONS DEVELOPMENT PROGRAMME 
Terms of Reference 
 

 

 
Title: Project Finance and Administrative Associate  
Project: Active Labour Market Programmes 2 (ALMP2) 
Department/Unit: UNDP Kosovo/ Inclusive Growth Team 
Reports to: Project Manager 
Duty Station: Prishtine, Kosovo  
Duration of assignment: 12 months with possibility of extension 
Expected starting date: 1 May 2014 
Level: SB3 (4) 
 

 

II. Organizational Context  

Kosovo's economy has shown great resilience to the economic crisis that the Western Balkans 
and Europe as a whole experience - growing by 5% in 2011 and projected to grow by more than 
3% (in real terms) in both 2012 and 2013.  Nevertheless, the continuous growth rates in the last 
couple of years are largely viewed as being unsustainable in the medium to long term if the 
economy does not resolve several macroeconomic and social imbalances. On the economic side, 
the current rates of consumption and investments driving GDP growth are largely financed by 
unsustainable sources (i.e. remittances and capital inflows from the diaspora, expansionary fiscal 
policy, donor funds, etc.). On the other hand, as far as the social dimension is concerned, 
available data suggests that economic growth has not been associated with any substantial 
decreases in the worryingly high rates of unemployment (44%) and poverty (29.7%). 
        As Kosovo strives to advance its development agenda, it must simultaneously address both 
of these imbalances. While there is undoubtedly a need to sustain and expand both public and 
private financing for investments in infrastructure, human capital and technological upgrading – 
with the aim of, first and foremost, developing a vibrant and export oriented private sector – the 
success of such efforts is largely depended on whether there is sufficient social stability in the 
medium term to allow time for the set of complex and interrelated economic reforms to achieve 
their desired long-term effect. In addition, at a time when a large part of Kosovo's society remains 
excluded, often for lengthy periods of time, from income generating opportunities (whether 
employment or social assistance schemes), the improvement of their immediate living conditions 
represents not only a moral obligation, but also a deterrent to lackluster economic growth in the 
future, since long-term unemployment and prolonged life in poverty deteriorate the quality of a 
country's available human capital. 
      As it moves forward, Kosovo needs to scale up the efforts to ensure a more inclusive pattern 
of economic growth – a pattern that will provide citizens with equal opportunities to benefit from 
economic growth and to be able to contribute to it. To this end, one of the essential priorities will 
be to ensure that economic expansion is associated with higher rates of job creation and 
employment. 
UNDP has extensive experience working with labour market issues in Kosovo, having 
successfully implemented the Employment Generation Project (2005 – 2006) and, since 2007, 
the Active Labour Market Programmes (ALMP). In close partnership with the Kosovo Ministry of 
Labour and Social Welfare (MLSW), ALMP focused on developing the capacity of the public 
employment services (PES) to provide individualized and targeted labour market programmes, 
aimed at increasing the employment opportunities and employment prospects of disadvantaged 
youth. As UNDP continues to concentrate its programme strategy in improving youth 
employability and job creation through direct employment-supporting instruments, it recognizes 
the need to extend support at the policy level to develop and implement sustainable employment 
policies through improved governance and policy-setting capacities. 

 

III. Functions / Key Results Expected 

Under the direct supervision of the Project Manager, the Project Finance and Administrative 
Associate will execute duties and responsibilities outlined below: 
 

 Support the overall implementation of the project in the area of finance and 
administration,  

 Coordinate travel arrangements, organization of procurement processes including 
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preparation of documents for Request for Quotations, Request for Proposals, etc.; receipt 
of quotations, bids or proposals, their preliminary evaluation; organize workshops, 
conferences, retreats, etc.,  

 Coordinate assets management in the project office, prepare and submit periodic 
inventory reports; assist in purchase of the project equipment/services and ensure 
maintenance as needed, 

 Prepare payment requests for project expenses, timely and accurate entry in ATLAS, 
exercise timely preparation of monthly cash flow forecast for use by the PM and timely 
accounts closure, 

 Properly control the supporting documents for payments of beneficiaries and operational 
expenditures; prepare all types of vouchers; monitor project expenditures on a monthly 
basis,   

 Administer the budget, prepare budget plans and revisions; prepare financial reports in a 
timely manner for project purposes, at the request of the programme and donor reports, 

 Maintain data integrity in the project database; prepare project beneficiary control and 
analysis reports,  

 Prepare requests for contracts for project staff, including short-term consultants, conform 
UNDP HR rules and procedures; perform leave monitor task for the project; provide HR 
office with necessary information on a timely manner, 

 Prepare and translate necessary documents, prepare meeting agendas, prepare and 
distribute minutes;  

 Make necessary preparatory arrangements for Project Board Meetings 
 Maintain and file records, documents and work plans for the monitoring of project 

implementation, 
 Ensure efficient exchange of information between the UNDP Kosovo office and project 

team.  

 

IV. Impact of Results  

 
The key results of work of the Project Finance and Administrative Associate have a direct impact 
on the overall performance and success in implementation of the project. Data entry, resource 
management, and presentation of information ensure proper project implementation. 

 

V. Competencies  

Functional Competencies: 
 Excellent organisational skills, 
 Very strong communication and interpersonal skills, demonstrated ability to build trust, 
 Provides information and documentation on specific stages of projects implementation, 
 Responds positively to new approaches, 
 Understands the main processes and methods of work regarding to the position, 
 Possesses  knowledge of organizational policies and procedures relating to the position 

and applies them consistently in work tasks, 
 Demonstrates good knowledge of information technology and applies it in work 

assignments, 
 Reports to internal and external clients in a timely and appropriate fashion, 
 Organizes and prioritizes work schedule to meet client needs and deadlines, 
 Responds to client needs promptly, 
 Good analytical skills; able to exercise sound judgement. 

 
Core Competencies: 

 Demonstrating/safeguarding ethics and integrity,  
 Demonstrate corporate knowledge and sound judgment,  
 Self-development, initiative-taking,  
 Acting as a team player and facilitating team work,  
 Facilitating and encouraging open communication in the team, communicating effectively,  
 Creating synergies through self-control, 
 Managing conflict, 
 Informed and transparent decision making, 
 Displayed cultural, gender, religion, race, nationality and age sensitivity and adaptability, 
 Able to handle confidential and politically sensitive issues in a responsible and mature 

manner, 
 Treats all people without favoritism, 
 Demonstrates experience in gender equality. 
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VI. Recruitment Qualifications 

 
Education: 

Secondary education with specialized training in relevant field 
(administration and/or finance); University degree would be 
desirable, but is not a requirement. 

 
Experience: 

 Min. 6 years of working experience in finance and 
administration is required; preferably in international 
donor/NGO programmes and projects  

 Proven experience in and knowledge of administration, 
finance, human resources and procurement procedures 

 Experience in web based management systems is an 
asset 

 Experience in the usage of computers and office 
software packages (MS Word, Excel, etc.) is required; 
advance knowledge of spreadsheet and database 
packages is desirable 

 
Language Requirements: 

Fluency in both oral and written English and Albanian 
Language. Knowledge of Serbian language would be 
considered an advantage. 

 

VII. Signatures 

Incumbent  (if applicable) 
 
Name                                          Signature                                         Date 

Supervisor 
 
Name  / Title                               Signature                                         Date 

Head of Team 
 
Name / Title                                Signature                                         Date 

 
 
 
 
 
 
 
 
 
 
 
 


