ToRs of AMIS Expert

OBJECTIVE

PIFRA requires the services of AMIS Coordinator on contractual basis to assist the Project Manager AMIS in overall project management. 

Scope of Work

AMIS Coordinator will be placed at Audit Competency Centre, Islamabad and will assist the Project Manager AMIS in overall project management including project time management, project cost management, project communication management, project quality management and project procurement management. The following activities fall under the scope of AMIS Coordinator;

1- Preparation of monthly progress report of the project and dissemination to the stakeholders.

2- Preparation of working papers for the AMIS technical and steering committee meetings. 

3- Serve as a rapporteur in technical and steering committee meetings. Finalize the minutes in consultation with project manager and circulate to the members.  

4- Coordinate with the procurement wing to ensure that all procurement related activities are on course within given timelines. Keep project manager informed about the status and report any issues. 

5- Maintain close coordination with AMIS Experts based in each ACC on the implementation status of AMIS at FAOs

6- Keep track of all the activities of AMIS Vendor and report to the top Management in case of any significant issues coming forth from the field

7- Coordinate with AMIS Vendor to conduct AMIS related trainings and report progress to the management.

8- As a change management agent share all the reports and developments on AMIS with all FAO to bring them on board.

9- Closely monitor the agreed timelines with AMIS Vendor and ensure these timelines are met accordingly. Report to the management of any significant delays in the project

10- Prepare consolidated AMIS Implementation Plan based on plans of each FAO. 

11- Monitor and consolidate the status of converting manual audit data into electronic format and prepare summarized reports for management. 
Requirement

Education & Experience

The AMIS Coordinator must have the following qualifications and Experience;

1. CA Inter or ACCA Part II

2. At least 2 years experience in project implementation, coordination and monitoring.

Essential Job Skills & Abilities

1. Skill in planning, maintaining and meeting multiple deadlines.

2. Ability to work independently with considerable aptitude for initiative.

3. Skill in effective verbal and written communications, including active listening skills and skill in presenting findings and recommendations.

4. Ability to establish and maintain harmonious working relationships with co-workers, staff and external contacts, and to work effectively in a professional team environment.

