
 
 
   
 
 
 
 
 

TERMS OF REFERENCE 
1. Consultancy Summary: 

 
Consultancy Title: Temporary Secretary  
Consultancy type:  Special Service Agreement  
Duration (# of 
days/months/from month to 
month): 

5 months (1 October 2019 to 28 February 2020) 

Division/OC: Environmental Management Division (ED) 
Working station: MRC Secretariat in Vientiane, lao PDR 
Total budget: (for lumpsum)  
Budget source OSV - A.1, 101, A.1.1 

 
2. General background:  

 
The Mekong River Commission 
The Mekong River Commission (MRC) was established by the 1995 Agreement on 
Cooperation for the Sustainable Development of the Mekong River Basin, between the 
governments of Cambodia, Lao PDR, Thailand and Viet Nam. The role of the MRC is to 
coordinate and promote cooperation in all fields of sustainable development, utilization, 
management and conservation of the water and related resources of the Mekong River 
Basin. 
 
The MRC Secretariat is the operational arm of the MRC. It provides technical and 
administrative services to the Joint Committee and the Council to achieve the MRC’s 
mission. 
 
VISION for the Mekong River Basin: 
An economically prosperous, socially just and environmentally sound Mekong River Basin 
 
VISION for the Mekong River Commission: 
A world class, financially secure, International River Basin Organization serving the 
Mekong countries to achieve the basin Vision. 
 
MISSION of the Mekong River Commission 
To promote and coordinate sustainable management and development of water and 
related resources for the countries' mutual benefit and the people's well-being. 
 
MRCS values 

- Integrity 
- Transparency 
- Mutual respect 
- Professionalism 
-Accountability 
-  Results orientation 
 
 
 
 

  
Mekong River Commission 

 
P.O. Box 6101, 184 Fa Ngoum Road, Unit 18, 

Ban Sithane Neua, Sikhottabong District, Vientiane 01000, Lao PDR 
Telephone: (856-21) 263 263.   Facsimile: (856-21) 263 264 

 

http://practices.undp.org/management/accountability/values.cfm#Integrity%23Integrity
http://practices.undp.org/management/accountability/values.cfm#Transparency%23Transparency
http://practices.undp.org/management/accountability/values.cfm#Mutual_respect%23Mutual_respect
http://practices.undp.org/management/accountability/values.cfm#Professionalism%23Professionalism
http://practices.undp.org/management/accountability/values.cfm#Accountability%23Accountability
http://practices.undp.org/management/accountability/values.cfm#Results_orientation%23Results_orientation


 
 

3. Job Summary / Job Statement 
The Jobholder provides a full range of secretariat support and services to the Division. In addition, 
he or she works closely with the Division Administration Assistant to provide administrative 
support and services to the Division. 
 

4. Main tasks and responsibilities 
Under the direct supervision of the Division Director, the incumbent performs the following duties: 

- Screen all incoming correspondence, documents and reports, route to the Director and the 
concerned staffs with full background material, ensure timely distribution and follow up on 
deadlines; 

- Assist in the preparation and processing of documents for meetings and workshops as 
required; 

- Assist the Division in formatting letters and other communication documents using advanced 
Microsoft Word and Excel software; 

- Draft routine correspondence and type correspondence/reports in MRC standard format and 
packs and disseminates correspondence, reports and other documents to target groups; 

- Assists in keeping attendance record of personnel under the Division and preparing reports to 
be submitted to HRS on a timely basis; 

- Assist in administrative arrangements and logistical support for conferences or workshops as 
required; 

- Coordinate all meetings requirements of the Division including making appointment, 
preparation of facilities and meeting room and ensuring refreshments to guests are served; 

- Manage the director’s diary and arrange and co-ordinate the director’s and the concerned 
staffs’ participation in meetings and appointments; 

-  Contact and receive the visitors and guests of the Division and provide them administrative 
and logistic supports as required and where appropriate; 

- Coordinate travel arrangement for the Director and other staffs in the Division including visa, 
transportation, travel arrangements, flight and hotel reservations (prepare travel authorization 
form, obtain travel advance (DSA), process for reimbursement of travel claims/official 
expenses, etc.); 

- Establish and maintain hard copy and electronic files of the Division ensuring proper filing 
system is in place; 

- Open, organize and maintain the division general and project files with an appropriate system 
for easy searching and follow-up; 

- Responsible for stock of office supplies, office equipment maintenance and other services of 
the Division to ensure their availability and in good conditions; 

- Keep attendance records of personnel in the Division, and prepare monthly reports to be 
submitted to HRS on timely manner; 

- Assist in updating list and details of relevant contact persons, organisations and stakeholders, 
including maintaining good contact with the four Member Countries officers on a range of 
issues; 

- Standby and assist other staffs under the Division during the absence of Administrative 
Assistant; and  

- Perform other related tasks as required. 
 

5. Scope of Authority 
a. Supervision requirements: The incumbent does not supervise any staff. 
b. Level of autonomy: Decision making follows defined procedures. The 

position does not administer a budget. 
c. Level of problem solving required: Problem solving is often based on pre-

determined methods, but initiative and problem-solving skills are required. 
d. Level and type of communications required: Communications are wide, 

both within and outside of the organization and includes a variety of written 
documents. 
 

 
 
 



 
 

6. Payment mode: The payment should be made in a monthly Basis. 
 
7. Qualifications and Requirements:  
Certificate University diploma or higher in administration and/or management or 

other related subjects 
Additional certificates  -TOEIC certificate with 400 points and over is required. An 

equivalent internationally recognized certificate may also be 
considered. 

Experience - Minimum 3 years of experience in secretarial or 
administrative work after graduation, preferably in an 
international organization. 

- Ability to work with minimum supervision and ability to 
draft routine correspondence.  

Availability - An immediate availability to take the position would be 
an advantage 

 
8. Competencies 
Knowledge Level (1-3) 

1 = Required 
2 = Desirable 
3 = Optional 

Secretarial work 1 
Skills Level (1-3) 

1 = Required 
2 = Desirable 
3 = Optional 

Excellent command of spoken and written English 1 
Word processing software including advance Microsoft Word and Excel 1 
Ability to arrange logistical aspects of workshops and seminars 1 
Interpersonal communication 2 
 

9. SIGNATURES 
 
Job Incumbent              ____________________ Date: _______________________ 
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