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TERMS OF REFERENCE FOR
NATIONAL PROJECT COORDINATOR
NATIONAL ADAPTATION PLAN

A. BACKGROUND

1. Organization name: Ministry of Finance, Economic Development, Climate Resilience and
Social Security, (MFEDCRSS), Government of The Commonwealth of Dominica

2. Project’s Name: National Adaptation Plan
Programs

3. Position: Full -Time National Project
Coordinator

4. Contract Duration:
Beginning: August 15, 2026
End: July 15, 2027

5. This position reports to: The Climate
Resilience Execution Unit

6. Financing Entity: The Green Climate
Fund

7.0bjective: The Development of
Dominica’s National Adaptation Plan

B. FUNCTIONS

communities.

Key duties of this .
position:

e Project Governance: Develop annual work plans (AWPs), manage project
budgets, and oversee procurement in accordance project procedures.

o Stakeholder Engagement: Facilitate negotiations and consultations with
government agencies, civil society, the private sector, and vulnerable

Technical Oversight: Coordinate and supervise consultants and technical
experts tasked with climate risk analysis and vulnerability assessments.

e Monitoring & Reporting: Track project milestones against log frames, and
draft progress reports to the Project Management Team, and organize Project
Steering Committee (PSC).

e  Capacity Building: Identify training needs, organize workshops, and ensure
adaptation strategies are integrated into national and sectoral budgets.

Responsibilities:

plans, and budgets.

e Ensure good management of technical, financial, and project team resources.
e Ensure that project components and deliverables are closely aligned to supporting the
integration of climate change adaptation into national, sectoral, and provincial strategies,

e Ensure that the implementation of the project activities and results are in accordance with
the required quality standards and specified timelines and costs.

e Plan, manage, coordinate, and execute the daily activities of the project, such as workshops,
technical meetings, consulting missions, and the preparation of technical reports, as
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indicated in the proposal document, ensuring matters of sustainable development, gender
equality, and climate resilience.

e Collaborate with stakeholders the preparation of, annual operating plans, procurement plans,
and budgets for the project.

e Ensure that the operations, financial and logistical management, procurement, and project
activities are carried out in accordance with the project proposal.

e Plan and guide the monitoring, tracking, and evaluation of the implementation of the project
at the national level.

e Develop terms of reference and collaborate in the administrative task related to
identification, selection and recruitment of consultants.

e Follow-up project deliverables, and provide technical guidance and recommendations to
overcome challenges, and promoting high-quality deliverables that are completed in a timely
manner.

e (ollaborate by providing technical inputs on activity reports of each consultant, and
associated deliverables and verify that their supporting documents are properly linked to the
corresponding activity

e Ensure the dissemination of project results to stakeholders.

e Ensure timely preparation and submission of annual reports, as well as other management
and progress reports such as the inception report, required by the Green Climate Fund, the
Project Steering Committee and MEDCRSS in the appropriate formats.

e Ensure timely preparation and submission of budget revisions, financial reports, quarterly
expense reports and advance payments, including progress reports and other substantive
reports.

e Organize the Project Steering Committee (PSC) meetings and ensure the timely preparation
of meeting documentation (including progress reports) and meeting minutes.

e Ensure has printed/physical and digital records of project documents, including financial and
procurement documents, in accordance with audit requirements.

e Maintain effective communication with project partners and stakeholders to disseminate the
results, as well as facilitate inputs from stakeholder representatives as project partners.

e Ensure full compliance with the visibility policies of the Government of the Commonwealth
of Dominica and Green Climate Fund.

e Participate in political and technical-level meetings to ensure that climate change adaptation
actions and initiatives are aligned with the National Adaptation Plan and NDC.

e Carry out other tasks inherent to the objectives of the position.

C. DURATION AND ESTIMATED TIME INPUT

The Consultant will be engaged on a full-time basis. The assignment is expected to commence on
August 15, 2026 for a period of one (1) year in the first instance. The contract may be extended

subject to satisfactory performance reviews and availability of funding.
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D. REPORTING REQUIREMENTS

The Consultant will report directly to Climate Resilience Unit, and the Financial Secretary. For the

implementation of day activities, the NPC will provide requisite reports to the Project Management

Team and the Project Steering Committee for analysis, review and guidance.

E. FACILITIES TO BE PROVIDED BY THE CLIENT

The Consultant will utilize existing work facilities provided by the MFEDCRSS to include basic

amenities (computer, telephone, etc.) within the Ministry.

F. REQUIREMENTS

Education

Advanced university degree in Project Management, with
demonstrated experience in climate change climate change
adaptation or disaster risk reduction

Certificate/training in Geographic Information Systems

Work Experience &
Skills

Minimum of 2 years’ experience in
administration/management of national, regional and/or
international projects and climate change adaptation or
disaster risk reduction

A sound understanding of Geographic Information Systems
years of experience in project management in the fields of
sustainable development, environment, natural resources, and
climate change is required.

2 years of experience in processes and/or projects related to
climate change is desirable.

At least 2 years of previous experience working with national
or local government entities is desirable.

Experience in environmental project implementation,
monitoring and/or evaluation, preparing progress reports,
identifying challenges, and proposing solutions to overcome
them is desirable.

Experience in the elaboration, preparation and design of
reports and official documents from technical and high-level
meetings as well as from the review of primary and secondary
data is desirable.
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e Desirable experience with stakeholders from public, private,
civil society, academia, indigenous peoples, and Afro-
Honduran communities.

e Desirable experience in participatory processes for the
development and implementation of public policies focused
on climate change adaptation.

e Experience in processes related to climate change
investments from donor funds and other modalities such as
loans will be appreciated.

e Demonstrated experience in drafting, preparing, and
designing reports and official documents for technical and
high-level meetings will be valued.

e Demonstrated work experience in the organization and
implementation of small to medium size events is an asset.

e Previous work experience and knowledge about climate
change adaptation in Honduras is desirable.

e Experience in facilitating multi-stakeholder negotiations and
engagement is highly desirable.

e Demonstrated ability to communicate to a wide range of
actors including decision makers and members from the civil
society, the private sector, and others is desirable

Language Skills o

High proficiency in spoken and written English

Computer Literacy

High proficiency in MS Office (Word, Excel, PowerPoint, MS
Projects etc.,) and excellent web navigation skills.

Other Skills

High level of integrity and professionalism;

Strong report-writing and documentation skills

Ability to work both independently and collaboratively as part of
a team.

Ability to work under pressure

Excellent communication and interpersonal skills;

ALL Applications should be addressed below and received no later than July 15, 2026:

The Financial Secretary

Ministry of Finance Economic Development, Climate Resilience and Social Security

5th Floor Financial Center
Kennedy Avenue
Roseau

Commonwealth of Dominica
Tel: (767) 266 3221

Email: finsecfinance(@dominica.gov.dm




