	JOB DESCRIPTION - Senior Project Approval Officer

	1. Name of the Institution:
	Ministry of Agriculture, Forestry

and Rural Development-ADA

	2. Position:
	Senior Project Approval Officer 

	3. Functional Category:
	Professional level

	4. Grade: 
	8

	5.  Department - Directorate:
	Directorate of Projects and Rural Development Approval - ADA

	6. Division / Unit:
	/ 

	7. Reports to:
(title and rank of direct supervisor)
	Director of Project Approval and Rural Development Directorate

	8. Location:
(the place where the tasks are performed)
	Prishtine

	9. Scope of work: (brief description of the purpose of the position and what this position should achieve) 

- Processing applications and approving projects for rural development measures 

- Calculation of payments (value of approved projects)

-Working procedures, drafting of manuals 

-Cooperation with relevant units at the municipal and regional level

	10. Main tasks : (short description of the main tasks listed by importance)
1. Evaluation of rural development projects and their approval, 

2. Development of forms, applications, checklists, application calls, 

3. Development of working procedures, 

4. Preparation of information materials (brochures, leaflets etc.) 

5. Administrative control and listing of documents, 

6. Preparation of decisions (information letters and decisions) 

7. Calculation of financial assistance (approved value) 

8. The use of procedures by the 4 eyes principle, 

9. Training's for regional and municipal offices regarding procedures 

10. Implementation of IPARD procedures, 

11. Preparation of work reports, 

12. Supervise staff at regional and municipal level, 

13. Internal coordination and cooperation with the head of the rural development sector and other payment departments and other departments in the ministry 

14. External Coordination with MAFRD Regional Offices 

15. Meetings with the Director of RDP 

16. Substitutes Director of RDP in his absence 

17. Preparation of reports 

18. Cooperation with external consultants 

19. Personal training's 

	11. Requirements (qualifications, experiences and other skills and abilities required for this job)

Mandatory requirements:
· University Degree : Agriculture Economics, Agriculture, Economics;
· Work experience: 4 years of relevant professional experience ;

General requirements:

· Deep  knowledge in agriculture economics, economics and finance;

· Computer literate and the ability to effectively use: Windows, Word, Excel, Access, and other Microsoft Office programs;

· Flexibility and ability to handle new situations;

· Good Knowledge of English.




