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Annex V       Terms of Reference for Consultants and other persons hired by IFAD
under a non-staff contract

Consultant ☐    Intern ☒    Fellow ☐    Conference Service ☐

	Full Name:
	Beatrice Pirro

	Specialization:
	Finance/Communication

	Expected Start Date of Assignment:
	

	Expected End Date of Assignment:
	6 months

	Total number of days of service
(max. 240 in a 12-month period):
	

	Division/Department:
	FFO/FOD

	Location:
	Rome or teleworking modality

	Reports to (name and title):
	Claudio di Benedetto, Advisor to AVP/FOD (FFO)

	 GENERAL DESCRIPTION OF TASK(S) AND OBJECTIVE(S) TO BE ACHIEVED

	Expected Activities:

	
1. Support the front office on matters related to project management, work programme coordination, and follow-up under the guidance of the Advisor to the CFO and the Administrative Assistant to the CFO
2. Provide support the FOD front office workflow and administration
3. Support the front office in creating a tracker/project management tool for the monitoring and facilitating of progress reporting to the CFO of all departmental initiatives and divisional workplans under the guidance of the Advisor to the CFO
4. Support the front office in establishing a knowledge management plan under the guidance of the administrative assistant to the CFO
5. Drafting the internal communication of the Department through the intranet and web communication of FOD events.
6. Organization of background documentation and provide summaries as needed
7. Management meetings minutes, if requested
8. Work on individual tasks as needed under the guidance of the front office



	 KEY PERFORMANCE INDICATORS

	Expected Outputs (please include any travel if applicable):
	Required Completion Date:

	· Provide accurate analysis and outcomes on the different areas of work listed above.
· Delivery of some steps of the FFO roadmap as agreed with AVP-FOD.


	
End of Contract 





Name: Malek Sahli                          	         Signature:				 	Date: 07/12/2021
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