Terms of Reference for Project Coordinator
Education to Work Transition Project
Quality Improvement Fund (QIF)


JOB DESCRIPTION 
Official Job Title: Project coordinator 
Duty Station: Al-Azhar University-Gaza
Duration: 9 Months 
A full-time Project Coordinator will be hired to manage the implementation of the project entitled “Development of Medical Devices Engineering Curriculum and Laboratories at the Faculty of EIT” which has been funded by the World Bank through Palestinian Ministry of Education and Higher Education (MOEHE) under the project named “Education to Work Transition Project- Quality Improvement Fund (QIF)” which is administrated by Projects Coordination Unit “PCU”, branched out of the MOEHE.


BACKGROUND
“Education to Work Transition Project- Quality Improvement Fund (QIF)” mainly aims at enhancing Palestinian youth’s transition from education to work through reducing the gap and strengthening the linkage between Tertiary Education Institutions “TEIs” and private sector employers.

Recently, The Faculty of Engineering and Information Technology at Al-Azhar University-Gaza won a QIF fund (around 160,000 USD) for a project entitled “Development of Medical Devices Engineering Curriculum and Laboratories at the Faculty of EIT” and will be implemented within 36 months starting from 1st of September, 2018. The Faculty of EIT and its partners ( Alquds Hospital- Palestine Red Crescent Society (PRCS), Al-Amal Hospital – KhanYounis-PRCS, El-Wafa Medical Rehabilitation and Specialized Surgery Hospital, InterMed-Pal Company, and Medical Supplies and Services (MSS) Company) will collaborate to achieve the objectives of the project. 

The funded project is a technical oriented program that aims to develop the Medical Devices Engineering (MDE) academic curriculum at EIT and provide a suitable educational environment consisting of advanced laboratory resources and high-skilled academic staff. The project concerns to build training models, develop some courses, hire experts and consultants; and offer hand-on learning experience for the students enrolled in the MDE. Besides, it aims to improve the skills and the technical knowledge of the professionals at the private sector to be able to provide better service.
RESPONSIBILITIES
The main responsibilities for the Project Coordinator are to manage and oversee the quality and timely implementation of the project and its activities. The Project Coordinator will be responsible for coordinating and monitoring the work and the deliverables of staff and consultants contracted by Al-Azhar University through this project, to ensure that submitted deliverables hold a high quality and are submitted on time. Further, the Project Coordinator will be responsible for collecting data, monitoring and reporting on indicators and targets set to evaluate the progress and results achieved by the project.  The Project Coordinator will be also responsible for briefing the project manager in a timely manner on progress and obstacles with regards to the implementation of the implementation plan and the quality of the work conducted. 
The responsibilities of the selected Project Coordinator are listed below:
1. Coordinating all administrative aspects of the project in close collaboration with the project manager and relevant staff, in order to achieve the desired results and greatest impact of the project.
2. Providing administrative support to the PM, carrying out all planned activities in an effective and timely manner and ensuring that project implementation is according to the milestones set out in the approved implementation plan (IP).
3. Applying and following the planning and monitoring reports; collecting data and conducting monitoring and evaluation activities, monitoring and evaluating performance regularly against agreed project objectives and indicators. 
4. Develop TORs and recruiting staff members and consultants to conduct work on specific activities and objectives set forth in the IP.
5. Managing and guiding staff members and consultants contracted by Al-Azhar University to work on the activities and objectives listed in the IP, and ensuring that their work is conducted in a timely manner and hold high quality. 
6. Reviewing all deliverables and reports to be submitted to PCU prior to submission and coordinate with staff members and consultants to ensure that the quality of the deliverables and reports submitted to PCU are according to relevant guidelines.
7. Ensuring accurate and timely submission of quarterly and annual activity progress reports, financial reports for internal and external use.
8. Monitoring project funds, approving project disbursements according to the Budget Plan.  
9. Establishing operating arrangements for financial management and accountability, including ensuring all supporting documents are maintained and an orderly filing system is in place.
10. Liaising with the project manager throughout the project cycle, informing the project manager on progress and obstacles in the implementation and providing necessary documentation upon request from the project manager and other supervision levels;
11. Coordination with partners and stakeholders.
12. Scheduling and organizing meetings/events and activities.
13. Assisting in writing and editing news articles for the media about the project achievements and manage communications through media relations, social media etc.
14. Conducting field monitoring visits of project activities and liaise closely with project staff to ensure quality implementation. 
15. Any other tasks deemed necessary to achieve the project objectives according to the request of Al-Azhar University. 
 REQUIRED QUALIFICATIONS, EXPERIENCE, AND EDUCATIONAL BACKGROUND:
1. University degree in engineering (biomedical engineering is preferable), business administration, or any related field.
2. Minimum two-year’ experience in program/project management.
3. Proven ability to coordinate and manage complex project work.
4. Experience in managing QIF funded projects or/and other EU funded projects (Preferable).
5. Experience in recruiting, managing, guiding and motivating staff members and consultants; 
6. Experience in report writing, monitoring and evaluation of projects; 
7. High level of English and Arabic proficiency: reading, writing and speaking.
8. Experience in developing budgets and follow up financial aspects.
9. Experience in managing projects with multi-stockholders that have different interests. 
10. Demonstrated proficiency with MS Office and excellent knowledge and command of computer programs.
11. Excellent time management skills and ability to attend to details, to successfully manage and administer a complex workload within the deadlines specified.

To apply: Qualified candidates should submit their CVs and all relevant documents and certificates to Employee affairs unit at Al-Azhar University-Gaza by Wednesday 21 October, 2020 indicating “Project coordinator-QIF” in the  Job Application. 
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