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Background

LRCP is a four year investment operation, which will be financed with a grant from the European Union. LCRP will be managed as a Hybrid Trust Fund and will consist of four components, one executed by the Bank and three by the Government of Macedonia. The activities in the Bank-executed component will help to continue, scale up, and expand the capacity building and technical assistance activities in tourism.  At the same time, the Bank’s technical and advisory assistance to sector level policies and measures that would benefit and complement the activities under the recipient-executed components. Those components will finance technical assistance, equipment, and capacity building in selected tourism destinations that are able to demonstrate sound market potential, strategic location as part of a broader ‘theme’ or itinerary, and a high development impact.  Layering support in management, skills, innovation, and local planning with critical public infrastructure investments is considered to be the most effective approach to developing competitive and productive destinations that appeal to both private investment and consumers. The mayor part of the Project is dedicated to the investments in tourism-related infrastructure and services at destinations. Therefore a support for large and small-scale investments at selected tourism destinations is envisaged in order to upgrade the product offer in terms of attractions, sites, and general visitor experience. The proposed sub-projects could also be implemented in partnership with civil society organizations and private sector stakeholders, including professional organizations.

The investments in infrastructure sub-projects could include: 

· Restoration of cultural and natural heritage sites, facades of traditional and historic significance buildings (buildings of historic value and/or traditional architecture);

· Rehabilitation of municipal infrastructure and utilities in the central historic areas (historic cores) and publicly owned vacation facilities;

· Improvement of access roads to sites and attractions, landscaping and public parking

· Signposting;

· Upgrading public spaces and cultural buildings, ski and spa resort facilities;

· Mapping and upgrading of hiking and biking routs and trails;

· Construction or rehabilitation of tourist information kiosks and offices, and public toilets.
The primary beneficiaries of the infrastructure sub-projects will be local communities, municipalities, and local, regional and international visitors. Indirect beneficiaries will include professional organizations and private sector stakeholders who will benefit from improved conditions for business and market development. 
The Project also aims to improve the ability of destinations to increase productivity, service quality, linkages and innovation, employability, and local economic growth. Therefore, Grants for enhanced tourism service-delivery and local economic impact will be provided. The grants will be available for activities that serve these objectives, helping to directly address key needs highlighted in the destination needs assessments. Activities could include technical assistance and capacity-building (e.g. design and implementation of local supplier linkages programs, modules for competency-based skills training); technical and financial support (e.g. for tourism innovation competitions at schools or associations); soft infrastructure (e.g. equipment, ICT, training materials) or promotional activities (recruitment drives, marketing of local products, business-to-business (B2B) integration, branding and marketing activities). The grant(s) shall be available also to finance innovation undertaken by micro and small private enterprises to develop new or improved products and services in the tourism value chain; conduct marketing or business development; pursue training; purchase minor equipment; conduct minor rehabilitation of existing facilities; and other activities, excluding new construction.
Objectives of the Assignment

The objectives of this assignment are to support the PIU with all administrative, operational and translation activities under the project.

Scope of the Services

· Drafts routine correspondence and proofreads materials using proper grammar, punctuation, and style;
· Incorporates agreed comments into documents, making full use of shared drives and software capabilities;
· Uses word processing or desktop publishing skills to produce complex text, reports, figures, graphs, etc., according to standard Bank formats and distribution;
· Coordinates schedules taking priorities into account, monitors changes, and communicates the information to appropriate staff, inside and outside the immediate work unit; 

· Solves non-routine problems (e.g., responds to requests requiring file search, etc.); 

· Assists in preparation and logistical planning for various events, e.g. conferences, workshops, other types of events, etc.;
· A track assigned task/project steps/timetables, coordinate with relevant staff and provides assistance and/or information on project-related matters. 

· Maintains current distribution lists, phone/address lists of project/product contacts, and distributes documents for the team. 

· Maintains up-to-date work unit project and other files (both paper and electronic).
· Assist the various Project’s Specialists in carrying out site supervision of implementation of investment projects and ensure the adequate management of contracts for works as well as assist in management of other types of contracts implemented within the Project;

· Regular review of electronic information (web pages of the relevant institutions, ministries, agencies etc), related to the project activities
· Other administrative and technical tasks.
Professional Requirements/Qualifications

· University Degree in social sciences or management;

· Experience in administrative and office work and ability to operate all general office tasks with at least 7 years work experience in relevant position;

· Experience of working and knowledge/experience of Projects funded by the International Financial Institutions will be considered as advantage;

· Good coordination and organizational skills and teamwork spirit will be considered as advantage;

· Ability to maintain high level of accuracy in preparation and information and documents proceeding;

· Computer skills (Word, Excel, Power Point, Outlook, web);

· Fluency in Macedonian and working knowledge of English;

· Excellent oral and written communication skills;

· Driving license: B category.
Working conditions

The Administrative Assistant will be stationed in the Project PIU premises in Skopje, but should be ready to travel and hold numerous meetings throughout the country, and work under pressure.
Duration

The initial Contract shall be concluded for four (4) years and will be subject for possible extension, based on the annual work evaluation, but not to exceed the duration of the Project.
