Terms of Reference (TOR) for Junior Program Officer, TWEEP
1. Background
The Government of Tajikistan, through the State Committee on Investment and State Property Management of the Republic of Tajikistan (SCISPM), is implementing the Tajikistan Women's Economic Empowerment Project (TWEEP), with support from the World Bank Group, financed by the Japan Social Development Fund. 
The project aims to expand women’s access to entrepreneurship and job opportunities in different districts of Tajikistan, supporting individual women, women’s groups, and women-led small and medium-sized enterprises to improve their livelihoods and business skills, and expand operations. The project will seek to boost non-traditional economic sectors for women and has a proposed budget of $4.7m. 
To support effective coordination, documentation, and day-to-day implementation of Project activities, SCISPM seeks to engage a Junior Program Officer as part of the PIG.
2. Objectives
The objective of this assignment is to provide programmatic, coordination, and analytical support to the PIG, contributing to timely implementation, monitoring, and reporting of Project activities across all components.

3. Scope of Work
· Under the overall supervision of the Project Coordinator and in close coordination with SCISPM and other PIG staff, the Junior Program Officer shall be responsible for the following:
· support coordination of Project activities across components and with Technical Facilitation Partners (TFPs);
· assist in preparation of work plans, schedules, and implementation tracking tools;
· support preparation of Project documentation, correspondence, and internal notes;
· assist in collection, consolidation, and organization of implementation data and information;
· support organization of meetings, trainings, workshops, and missions, including preparation of agendas and documentation;
· assist senior specialists (M&E, Procurement, FM, E&S, Livelihoods, MSME) in implementation-related tasks, as required;
· support preparation of inputs for Project Reports and presentations;
· perform other programmatic support tasks related to Project implementation, as assigned by the Project Coordinator.
4. Expected Deliverables
· organized and timely programmatic support for Project activities;
· implementation tracking notes and summaries;
· consolidated documentation and records supporting Project reporting;
· logistical and coordination support documentation.

5. Reporting and Institutional Arrangements
The Junior Program Officer reports to the Project Coordinator and works under the overall oversight of SCISPM. The Officer collaborates closely with all PIG specialists and Project partners.
6. Expertise Required
The Junior Program Officer shall meet the following minimum requirements:
· university degree in economics, public administration, social sciences, development studies, or a related field;
· at least 1 years of relevant professional experience in project support or coordination roles;
· experience with donor-funded or government projects is an advantage;
· strong organizational, analytical, and communication skills;
· proficiency in Russian is required; knowledge of Tajik is highly desirable; working knowledge of English is an advantage.
7. Engagement terms 
[bookmark: _Hlk221293123]The Junior Program Officer will be engaged under a full-time contract, and remunerated at an agreed monthly rate. The Junior Program Officer is expected to deliver all required support and services within the agreed-upon timeframe and budget. The Specialist will be contracted by SCISPM under national regulations. Remuneration will be competitive and commensurate with qualifications, aligned with World Bank guidelines and national regulations.
SCISPM, will provide the necessary resources and facilities to enable the Junior Program Officer to perform their duties effectively. This includes logistical support, office furniture, equipment, stationery materials, transport, communication facilities, and other materials required for the role.
The Junior Program Officer will work full-time, based in Dushanbe, with travel to regional project sites (Districts of Republican Subordination and GBAO) as required. 
8. Timeline
The duration of the contract will be for an initial 12 months, with a 3-month probationary period, renewable based on performance and project needs. (Total project duration is until April 2029).



