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Call for Secretarial services for the National Forest Forum (NFF) in Liberia

Background

Growing Forest Partnerships (GFP) aims to reinforce sustainable forest management and respond to newly emerging financing and other opportunities by facilitating partnerships through multi-stakeholder, bottom-up processes. These processes will help poor forest communities to improve their livelihoods by increasing their investment preparedness and support the maintenance of ecosystem services. 
Liberia, with support from the FAO/NFP Facility, the GFP and other partners, has decided to establish a platform for discussion about forest and forest related issues. The preparation and establishment of the National Forest Forum (NFF) and Country Forest Forums (CFF) in 15 counties are key elements for the operation of this platform.  

Objective of the Secretarial Services
To undertake all the secretary activities related to the secretariat of the NFF

Duties and Responsibilities (Tasks)

Under the overall supervision of the nfp NMSC and the direct supervision of the nfp and GFP Focal Point(s) for Liberia the consultant will undertake the following activities: 

· Undertake all the secretarial activities related to the National forest Forum (NFF) Secretariat and the County Forest Forums (CFF) e.g. type a variety of material including correspondence, faxes, reports, assist in the preparation of meetings; taking notes of the meetings; support the team in the preparation of reports; contacts with the forest stakeholders  
Minimum Requirements

- 3 years secretarial experience

- Efficiency, initiative, judgement. Ability to: plan work; classify and verify information; draft correspondence.  Working knowledge of computer programmes Word, excel, Power Point 

- Administrative experience, computer literacy and ability to use effectively word processing and office automation equipment. 

- Courtesy, tact, team work player and ability to establish working relationships with people of different national and cultural backgrounds.


Duration of appointment

12 months. Begin: March, 2010
Salary

450 USD /Month (taxes included). 

This amount includes all the expenditures needed to undertake the activities of the consultancy inside Liberia (travels, accommodation, etc).

Submission Date: Interested Applicants are requested to collect the full Terms of Reference from Forestry Development Authority (FDA), Monrovia and submit their application on or before 4.00 p.m. on Tuesday, 23rd March 2010 in hard copy and electronic form.

The Managing Director

Forestry Development Authority (FDA), Kappa House, Elise Saliby Compound, Tubman Boulevard, Sinkor, Congo Town, P.O. Box 10-3010, 1000 Monrovia 10, Liberia, West Africa

Telephone: +231 6 564 070

Email: jtwoods38@yahoo.com wit copy to edwardskamara@yahoo.com
For further information, contact:

Mr. Edward S. Kamara 
     NFP & GFP Focal Point
     Forestry Development Authority (FDA)

     Monrovia, Liberia

