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September 2021

1. Sumhary

S.No Positlon Title Reports to

1 Project Director 21 months AddihonalSecretary
(sr)

Senior Manager (Planning) Lump-sum
Contract

2l months Project Director

Manager (Procurement)3 Lump-sum
Contract

Manager IOperations)

21 months Project Director

Lump-sum
Contract

21 months Project Director

Position
Status

Duration

Lump-sum
Contract

2l months

5 Manager (Communication &
Outreach)

Lump-sum
Contract

Assistant ManaSer (Technical
Writing)

Lump-sum
Contract

I Accountant

Lump-sum
Contract

Project Diredor t

2l months

2l months Project Director

Project Director

2l months Project Director

6

7

I

Lump-sum
Contract

4

Assistant Manag€r ICoordination)



Job Descriptions, duration and status ofproiect positions approved bythe Finance Committee ofthe National

Assembly in respect ofitem#2 during its meetiDg on 2oth September 2021

2. Position Title and Job Descrlption

1.

S,No I Position Title and fob Descrlptton

Project Director

General Responslbilltlesl
The Project Director shall be responsible for the digital enablement ofbusiness processes

and services necessary for the digital transformation of the National Assembly. The
position shall be responsible to contribute to the achievement of the following goals as

laid down in the National Assembly Strategic Plan 2019 -231

A. Goal-2r Committee systems and structures enhanced by makin8 systems

and processes more efficient
B. Goal-3.1: Infrastructure development ,
C. Goal-4: Research and Library provide Parliamentarians and Secretariat

access to evidence-based decision making. Sub-goals 4.21o 4.4

D. Goal-s: ICT tools optimized to strengthen Parliamentary efficiency, All
sub-goals:

a. 5.1. Digitalization (ERPJ for House operations -

b. 5.2. Digital Legislative Database

c. 5.3. Digitalizing Committee processes

d. 5.4. ICT for Research Optimization
e. 5.5. Enhance Connectivity
f. 5.6. ICT based citizens engagement

E. Goal-6: Institutionalize PMU for implementation and review of NA

Strategic Plan and strengthen it to perform effectively in developing
partnerships

F. Goal-9: Enhance SDGS capacity and linkages with Ministries, and

international parmers to make it effective in achieving desired results

G. Goal-10: Support increasing engagement ofWomen Parliamentary Caucus

with various stakeholders
H. Goal-11: Enhance and encourage citizen participation from: Academia,

youth and women, and vulnerable populahon segments

Specifi c Responslbilides:
A. Coordinating with cross-discipline team members to make sure that all parties are

on trackwith proiect requirements, deadlines, and schedules.
B. Meeting with project team members to identiry and resolve issues.

C. Submitting project deliverables and ensuringthat they adhere to quality
standards.

I

I
!

i
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lob Descriptions, duratron and status ofproject positions approved by the Finance Committee ofthe National

Assembly in respect ofitem#2 during its meeting on 2oth September 2021

D. Preparing status reports by gathering, analyzing, and summafizing relevant

information.
E. Receive deliverables from vendoIs, analyze and submit with recommendation for

approvals

F. Prepare market analysis reports, technical specification and any other data etc.,

for preparation ofbid and tenders for procuaement of Goods and seryices

required for implementation of project activities
G. Maintain compliance with regulatory and policy directives of the organization and

the Federal government related to the disposal ofproiect activities
H. Prepare annual and bi-annual procurement plan and stmtery
L Establishing effective proiect communication plans and ensuringtheir execution.

J. Conducting post-proiect evaluation and identirying successful and unsuccessful
project elements.

K. Develop and establish policies, strategies, and operating objectives consistent
with those of the organization

L. Manages and administers a large, diverse team of professional/technical and

support stafl both directly and through lower level managers and supervisors
M. Ensure timely execution of National Assembly Strategic Plan 2019-23

N. Be responsible to cont bute to the achievement ofthe goals as laid dolvn in the

National Assembly Strategic Plan 2019-23

Requlred Educatlon Quallff catlon:
i Minimum 16 years ofeducation and a degree from an HEC recognized degree awarding

institute in Business Management, Project Managemenl Computer Science,lT,
Computer/Electrical EnBineering, or any other related field.

Required Experience:
. 10 years relevantwork experience

Preferred Skillsl
. Abilityto lead and manage projectteams
. Project management in public sector organization
. Underctanding ofTechnical, legal and policy matters related to information

technolory and digital enablement
. Understanding ofprocurements in public sector
. Understandingof ERP implementation
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Job Descriptions, duration and status ofproiect positions approved by the Finance Committee ofthe National
Assembly in respect ofitem#2 during its meetingon 20th September2021

Senior Manager (Planning)

General Responsibilities:
l'he Senior Nlanager lPlanning) shall be responsible for successful planning, proiect:
management and managing the overall project life-cycle of projects/initiatives required
for the digital enablement of business processes and services necessary for the digital
transfomation of the National Assembly. The position shall be responsible to contribute
to the achievement ofthe following goals as laid down in the National Assembly Strategic
Plan 2079 -231

A, Coal-2: Committee systems and structurcs enhanced by making systems
and processes more emcient

B. Goal-3.1: Infrastructure development
C. Goal-4: Research and Library provide Parliamentarians and Secretariat

access to evidence-based decision making. Sub -Eoals 4.2 to 4,4
D. Goal-s: ICT tools optimized to strengthen Parliamentary emciency. All

sub-goals:

a. 5.1. Digitalization (ERPI for House operations
b. 5.2. Digital Legislative Database

c. 5.3. Digitalizing Committee processes

d. 5.4. ICT for Research Optimization
e. 5.5. Enhance Connectivity
f. 5.6. ICT based citizens engagement

E, Goal'6r Institutionalize PMU for implementation and review of NA

Strategic Plan and strengthen it to perform effectively in developing
partnerships

F. Goal-g: Enhance SDGS capacity and linkages with Ministries, and

intemational partners to make it effective in achieving desired results
G. Goal-10r Support increasing engagement ofWomen Parliamentary Caucus

with various stakeholders
H. Goal-ll: Enhance and encourage citizen participation fromi Academia,

youth and womed, and !,ulnerable population segments

Speclff c Responslbilities!
A. Translate stakeholders rcquirements into technical specification in proiect

planning documents
B. PIan projects/initiatives accordingto the timeline of different project

stakeholders
C. Conduct market research of technical rends, specification oftechnolory

platforms, products and services that meets the requirements ofproiect
stakeholders

D. Document, Present projed planning documents including execution strate$r,

4of17



Job Descriptions, duration and status ofproject positions approved by the Finance Commiftee ofthe Natlonal
Assembly in respect ofitem*2 during its meeting on 20rh September 2021

budgetin& monitoring plans, execution timelines and input for procurement
teams

E. Drive, supervise project execution according to the approved project documents

F. Report delays and make strategies for meeting delivery and completion timelines
G. Engage with government agencies, development sector paftnels, donor agencies

for proiect planning and efficient utilization ofresources
H. Assist in preparation ofannual procurement plans according to the project

planning documents
L Comply with planning policy ofthe organization

l. Comply with standard bestpradices forproject management
K. Be responsible Iortimely delivery ofdigital enablement oftunctions and services

ofthe organizadon to achieve the related Soals Iisted in the National Assembly
Stmtegic PIan (NASP 2019-23)

L. Coordinating with cross-discipline team members to make sure that all parties are
on trackwith project requirements, deadlines, and schedules.

Requlred Educatlon Qualincatlon:
Minimum 16 years ofeducation and a degree from an HEC recognized degree awarding
institute in Business Management, Proiect Management, Computer Science,lT,

Computer/Electrical Engineerin& oranyotherrelated field.

Requlred Experlence:
. Seven (07] years relevantwork experience

Preferred Skllls:
. Ability to plan and manage project
. Excellent understanding ofproiect management life cycle followed by public

sector organizations in compliance with Planning Commission
. Excellent ability to write proposals and translate requirements ofstakeholders in

project planning documents
. Proven track record ofinihating proiects ofsimilarnature preferably in public

sector in Pakistan
. Understanding of Technical, legal and policy matters rclated to information

technoloB/ and digital enablement
. Understanding ofprocurements in public sector
. Understanding of ERP implementation
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,oU Descriptions, duration and status of project positions epproved by the Finance Committee of the National
Assembly in respect ofitem#2 durinSits meetingon 20th September 2021

Manager (Procuremelrt)

General Responslbllltles:
The Manager [Procurement) shall be responsible for Procurement Planning Procurement
management and managing the overall project life-cycle of proiects/initiatives with
regards to procurement required for the digital enablement of business processes and
services necessary for the digital fansformation of the National Assembly. The position
shall be responsible to contribute to the achievement ofthe following goals as laid down
in the National Assembly Strategic Plan 2019-23:

A. Goal-2: Committee systems and structures enhanced by making systems
and processes more efficient

B. Goal-3.1: Infrastructure development
C. Goal-4: Research and Library provide Parliamentarians and Secretariat

access to evidence-based decision makin& Sub-goals 4.2 to 4.4

D. Goal-s: ICT tools optimized to strengthen Parliamentary efficien.y. All
sub-goals:

a. 5.1. Digitalization (ERP) for House operations
b. 5.2. Digital Legislative Database

c. 5.3. Digitalizing Committee processes

d. 5.4. ICT for Research Optimization
e. 5.5. Enhance Connectivity
f. 5.6. ICT based citizens engagement

E. Goal-6: Insntubonalize PMU for implementation and review of NA

Strategic Plan and stren8then it to perform effectively in developing
parmerships

F. Goal-g: Enhance SDGS capacity and linkages with Ministries, and

intemational partners to make it effective in achieving desired results
G. Goal-10: Support increasing engagement ofWomen Parliamentary Caucus

with various stakeholders
H. Goal-ll: Enhance and encourage citizen participation fiom: Academia,

youth and women, and vulnerable population segments

Specifi c Responslbllltles:
A. Collect required data for preparation ofbidding documents in compliance ofPPRA
B. Prepare bidding documents in compliance with PPRA without causing any delay

fortimely procurement ofGood and Services

C. Prepare documenB etc., for review ofcommittees
D. Conduct market research for ensuring value for money in procurements

E. Conduct procurement process in compliance with the organization approvals and
PPRA rules and regulations

F. Ensure fairness, transparenry, competition and value for money in every

6o117



,ob Descriptions, duration and status ofproiect posidons approved by the Finance CommiBee ofthe National
Assemblyin respect ofitem#2 during its meeting on 2oth September2021

procurement
C. Document every stage ofprocurement process

H. Report every stage of procurement process in timely ma ler
L Prepare conrracB for review and approval ofCompetentAuthority
J. Monitor the performance ofconsulting firms/vendors engeged forprocurement

ofGoods and Services

K. Ensure timely delivery of contracting obligations by consulting firms/vendors
engaged for procurement ofGoods and Services

L. Plan proiects/initiatives according to the timeline ofdifferent project
stakeholders

M. Conduct market research oftechnical trends, specification oftechnolosr
platforms, products and services that meets the requirements ofproject
stakeholders

N. Document, Present project planning documents iIlcludinE execution strate$t,
budgeting, monitoring plans, execution timelines and input for p rocurement
teams

O. Report delays and make stlategies for meeting delivery and compledon tlmelines
P. Assistin preparation ofannual procurement plans according to the project

pladning documents

Q. Comply with plaDning policy ofthe organization
R. Comply with standard best practices for project management
S. Be responsible for timely delivery ofdigital enablement offundions and services

ofthe organization to achieve the related goals listed in the National Assembly
Strategic Plan (NASP 2019-23)

T. Comply with Planning guidelines ofthe Planning Commission, Federal

Covemment, National Assembly and any other stakeholder organization
associated with a pro.iectwhere such engagement is approved by the Competent
Authority

U. Coordinating with cross-discipline team members to make sure that all parties are

on trackwith proiect requirements, deadlines, and schedules.

Requlred Educatlon Quallfi catiotri
Minimum 16 years ofeducation and a degree from an HEC recognized degree awarding
idstitute in Procurement, Business Management, Finance, or any other related field.

Preferred Sktlls:
. Ability to work with projectteams
. Good and practical experience ofprocurements in public sector organization in

compliance with PPRA rules and regulations
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,ob Descriptions, duration and statxs ofproiect positlons approved by the FlrEnce Committee ofthe llational
Assembly in respect ofitem#2 during its meeting on 20th September 2021

Understanding ofPPRA procurements methodology, stages and other aspects
relared to procurement ofGoods and Services

Good understanding ofPPRA policies/rules, regulations and guidelioes clauses

related to conflict ofinterest, corruption and fraud
Excellent understanding ofvarious types of contracts and essential clauses of
contracts required for procurement ofGoods and Services

Manager (Operations)

General Responslblllties:
The Manager (Operations) shall be responsible for the operational aspects of the overall
project life-cycle of projects/initiatives required for the digital enablement of business
processes and seryices necessary for dre digital transformation ofthe National Assembly,
The position shall be responsible to conEibute to the achievement of the following goals

as laid down in the National Assembly Strategic Plan 2019-23:

I. Goal-zr Committee systems and structures enhanced by making systems

and processes more efficient

l. Goal-3.1 Infrastructure development
K. Coal-4: Research and Library provide Parliamentarians and Secretariat

access to evidence-based decision making. Sub-goals 4.2 to 4.4

L. Goal-s: ICT tools optimized to strengthen Parliamentary efficiency. All
sub-goals:

a. 5.1. Digitalization (ERP) for House operations
b. 5.2. Digital Legislative Database

c. 5.3. Digitalizing Committee processes

d. 5.4.lCT for Research 0ptimization
e. 5.5. Enhance Connectivity
I 5.6. ICT based citizens engagement

M. Goal-6r lnstitutionalize PMU for implementadon and review of NA

Strategic Plan and strengthen it to perform effectively in developing
partnerships

N. Goal-9i Enhance SDGS capacity and linkages with Ministries, and

international partners to make it effective in achieving desired results
O. Goal-10: Support increasing engagement ofWomen Parliamentary Caucus

with various stakeholders
P. Goal-l1i Enhance and encourage citizen participation from: Academia,

youth and women, and l.ulnerable population segments

8of17

4



Job DescriptioDs, duration and status of project positions appmved by the Finance Committe€ ofthe National
Assembly in respect ofitem#Z durinS its meeting on 2oth Sept€nber 2021

Required Educatlon Quallfl caHon!
Minimum 16 years ofeducation and a degree from an HEC recognized degree awarding
institute jn Business Management, Proiect Managemenl Computer Science,lT,

Computer/Electrical Engineerin& oranyotherrelated field.

Required Experlence:
. Five (05) years relevantwork experience

Preferred skllls:
. Ability to deliver multiple projects in a multi-stakeholders organization
. Abilityto implement proiectplans within specified timelines
. Ability to drive change management
. Excellent communication skills
. Ability to document and report implementation status reports

9of17

SpeciFc Responslbllltles:
A. Deliver multiple projects in a multi-stakeholders organization
B. Engage and successfully implement contractual obligations and timelines by

various vendors and consulting firms engaged by the Organizadon
C. Follow project planning documents specifically fo! timeline, impact, deliverables,

budgets, change management and anyother contractual obligations of
vendors/consulting firms engaged for proiects

D. Engage with stakeholders from Federal/provi[cial governmenB, private sector
and donoragencies for best prac6ces

E. Report, document, present daily, weekly, monthly, quarterly status updates
related to pro)ect implementation status

F. Effectively coordinate with all team members, project staff, stakeholdeE
G. Close projectas per requirements ofthe 0rganization,

rules/regulation/policy/Euidelines of Planning Commission and or Federal

Government
H. Report daily status ofproject resources, implementation status and personnel to

the line manager
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,ob Descriptions, duration and status ofproiect positions approved by the Finance Committee ofthe National
Assembly in respect ofiremtr2 during its meetingon 20th September2021

Manager (Communication & Outreach)

General Responsibilities:
The Manager (Communication & Outreach) shall be responsible for making the overall
marketi[g and communicatiorl stratery for the National Assembly of Pakistan. Managing
partnerships and collaborations. Supervising digital media campaigns, events and
seminars for the promotion of the digitization initiative of the National Assembly
Secretariat. The position shall be responsible to contribute to the achievement of the
following goals as laid down in the National Assembly Strategic Plan 2019-231

A. Goal-2i Committee systems and structures enhanced by making systems and
processes more efficient

B. Goal-3.1: Infrastructure development

C. Goal-4: Research and Library provide Parliamentarians and Secretariat access to
' evidence-based decision making. Sub-goals 4.2 to 4.4

D. Goal-S: ICT tools optimized to strengthen Parliamentary efficiency. All sub-goals:

a. 5.1. Digitalization (ERP) for House operations
b. 5.2. Digital Legislative Database

c. 5.3. Digitalizing Committee processes

d. 5.4. ICT for Research Optimization
e. 5.5. Enhance Connectivity
I 5.6.lCT based citizens engagement

E. Goal-6i lnstitutionalize PMU for implementation and review of NA Strategic Plan

and strengthen itto perform effectively in developing partnerships

F. Goal-g: Enhance SDGS capacity and linkages with Ministries, and intemational
partners to make it effective in achieving desired results

G. Goal-10: Support increasing engagement of Women Parliamentary Caucus with
various stakeholders

H. Coal-11: Enhance and encourage citizen participation from: Academia, youth and
women, and vulnerable population segments

Speclfl c Responslbllldes:
A. Deliver communication tasks related to multiple proiects ih a multi-stakeholders

organization
B. Closely work with projectteam, personnel o f various wings ofthe Organization to

collect findings, collect data for reports and communication across various
channels

C. Write reports,letteN and other forms ofcommunication in a timel, effective and

acceptable forms
D. Develop content, graphics designs, visual communication content, video tutorials,

marking content related to the tasks assigned by the line manager
E. Produce write-ups for project planning documents, procurement documents or

any other documents/website/communication chaDnels etc., as required by the
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,ob Descriptions, duration and status ofproiect positlons approved by the Finance Committee ofthe National
Assembly in respect ofitem#2 during its meeting on 2oth Septemb€r2021

proiect
F, Report on daily status updates related to task within or associated activities of

proiects

G. Produce content for press releases, websites, social media and other chadnels of
communication

tl. Develop training plant traiding content for change management
I. Conduct, manage, coordinate events related to proiects

J. Prepare outreach plan for increasing citizen engagement

K. Prepare and train other teams in the organization for effective outrcach stratery
for increasing citizen engagement

L. Prepare and comply with communication strategies followed by parliamentary
communication channels

Requtred Educatlon Qualifi catioD:
Minimum 15 years ofeducation and a degree from an HEC recog[ized degree awardidg
institute in Business Management, Proiect Management, Social Sciences, English

Literature, Communication, Engineering or any other related field.

Required Experlence:
. Five (05) years relevantwork experience.

Preferred Skills:
. Excellent written and oral En8lish communication skills and interpersonal skills
. Strong organizational skills, analytical abilities and initiative to prioritize and

complete tasks
. AbiliB to write reports, letters, content forwebsites etc., in Engllsh and Urdu

1l of 17
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Job Descriplions, duration and status of proiect positions approved bythe Finanae Comhltteeofthe National
Assembly in respect ofitern#2 during its meeting on 2oth September 2021

Asslstant Manager (Technical Writing)

ceneral Responslbilities:
The Assistant Mamger (Technical Writing) will be responsible for developing instruction
manuals, comprehensive documentation, techoical sectiols in procurement documents,
technical content for training and all socialmedia channels ofthe National Assembly. The
position shall be responsible to contribute to the achievement of the following goals as
laid down in the National Assembly Strategic Plan 2079-23:

A. Goal-2: Committee systems and structures enhanced by making systems and
processes more effi cient

B. Goal-3.1: I n frastru ctu re development
C. Goal-4i Research and Library provide Parliamentarians and Secretariat access to

evidence-based decision making. Sub-goals 4,2 to 4.4
D. Goal-5: ICT tools optimized to strengthen Parliamentary emciency. All sub-goals:

a. 5.1. Digitalization (ERP) for House operations
b. S.2. Digital Legislative Database

c. 5.3. Digitalizing Committee processes

d. 5.4. ICT for Research Optimization
e. 5.5. Enhance Connectivity
f. 5.6. ICT based citizens engagement

E. Goal-6r lnstitutionalize PMU for implementation and review of NA Stratedc Plan

and strengthen itto perform effectively in developing partnerships
F. Goal-g: Enhance SDGS capacity and linkages with Ministries, and international

partners to make it effective in achieving desircd results
G. Goal-10r Support increasing engagement of Women Parliamentary Caucus with

various stakeholders
H. Goal-11: Enhance and encourage citizen participation fromi Academia, youth and

women, and vulnerable population seSments

Specifi c Responslbllltles:
A Identify and resolve issues relatingto documentation proiect schedules. resource

availability, documentation structure, documentation design and deliverables.
B. Maintain technical documentation, including manuals and prorect related r€ports

and documentatiorl
C. Working with internal teams on project documentation
D. Deliver communication task related to multiple proiects in a multi-stakeholders

organization
8. Produce write-ups for project planning doctrments, procurement documents or

any other documents/website/communication channels etc., as required by the
proiect

F. Report on daily status updates related to task within or associated activities of
projects

L2 of L7



Job Descriptions, duration and stalus ofproject positions approvcd by the Finance Committee ofthe National
Assembly in respect ofitem#2 during its meeting on 20th September 2021

G. Produce content for press releases, websltes, social media and other channels of
communication

H. Develop training plans, training content for change management

Requlred Educadon Qualifi cation:
Minimum 16 years ofeducation and a degree from an HEC recognized de8ree awarding
institute in Business Management, Prorect Management, Social Sciences, English
Litemture, Communication, Engineering or any otherrelated ffeld.

Requlred Experience:
. Three (03J years relevantwork experience

Preferred skillsr
. Excellentwdtten and oral English communication skills and i[terpersonalskills
. Strong organizational skills, analytical abilities and initiative to prioritize and

complete tasks
. Ability to write reports, letters, content for websites etc., in English and Urdu
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lob Descriptio.s, duration and stalus ofproject positions approved by the Finance Committee ofthe National
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AssistaDt Manager (Coordination)

General Responsibilitles:

The Assistant Manager [Coordination) will be responsible for coordinating different
activities pertaining to the project that shall include stakeholder engagemenl scheduling
meetings, maintaining and monitoring project plans, schedules and expenditu.es. The
position shall be responsible to contribute to the achievement of the following goals as
laid down in the National Assembly Strategic Plan2079-231

I. Goal-2: Committee systems and sftuctures enhanced by making systems and
processes more emcient

J. Goal-3.1: Infrastructure development
K. Goal-4: Research and Library provide Parliamentarians and Secreta at access to

e!'ldence-based decision making. Sub-Eoals 4.2 to 4.4
L Goal.5: ICT tools optimized to sEengthen Parliamentary efficienry. All sub-goals:

a. 5.1. Digitalization (ERPJ for House operations
b. 5.2. Digital Legislative Database

c. 5.3. Digitalizing Committee processes

d. 5.4.lCT for Research optimlzatlon
e, 5.5. Enhance Connedivity
f. 5.6. ICT based citizens engagement

M. Goal-6: Institutionalize PMU for implementation and review of NA Strategic Plan
and strengthen it to perform effectively in developing partnerships

N, Goal-9: Enhance SDGS capacity and linkaSes with Ministries, and intemational
partners to make it effective in achieving desired results

o. Goal-lo: Support increasing engagement of Women Parliamentary Caucus with
various stakeholders

P. Goal-l1 Enhance and encourage citizen participation from: Academia, youth and
women, and \,lrlnerabl€ population segments

Speciflc Resporsibilitiesi
A. Effectively coordinate with all team members, proiect staff, stakeholders
B. Report, document, present daily, weekl, modthly, quarterly status updates

related to project implementation status

C. Follow project planning documents specifically for timeline, impacl deliverables,
budgets, change managemedtand any other contractual obligations of
vendors/consulting lirms engaged for projects

D. Engage with stakeholders from Federal/provincial govemments, private sector
and donoragencies for best pmctices

E. Coordinate on allactivities ofprorects as per requirements ofthe Oryanization,

rules/regulation/policy/guidelines of Planning Commission and or Federal

Government

14ofU
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Job Descriptions, duration and status ofproject positions approved by the Finance Committee ofthe National
Assembly in respect ofitem#2 during its rneeting on 2oth Seprember 2021

F. Report dailystatus ofproject resources, implementation status and personnel to
the line manager

Required EducatioIr Qualifi cation:
Minimum 15 years ofeducation and a degree from an HEC recognized degree awarding
institute in Business Management, Project Management, Social Sciences, Computer
Science orany other related field.

Required Experiencel
. Three (03) years relevantwork experience.

Preferred sldlls:
. Abilityto deliver multiple projects in a multi-stakeholders or8anization
. Ability to coordinate with project teams and other stakeholders
. Ability to communicate clearly
. Excellent analJrtics skills
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lob Descriptions, duratlon and status ofproiect positions approved by the Finance Committee ofthe National

. Assembly in respect of item*2 during its meetin8 on 20th September 202 1

Accountant:

Geueral Responslbllldes:
The Accountant sh all be responsible for project-related records, including contracts and
transaction orders, preparation of invoices/payments from consultancy firms/vendors
related to pro,ects, Review and approve timesheets for work related to the prorect, review
account totals related to the project assets and expenses etc,, ofprojects/initiatives
required forthe digital enablement ofbusiness processes and services [ecessary for the
digital transformation ofthe National Assembly. The position shall be responsible to
contribute to the achievement ofthe following goals as laid down in the National
Assembly Strategic Plan 2019 -23 |

A. Goal-2: Committee systems and structures enhanced by making systems and
processes more efficient

8. Goal.3.1: Infrastmcture development
C. Goal.4i Research and Library provide Parliamentarians and Secretariat access to

evidence-based decision making. Sub-goals 4,2 to 4.4

D. coal-s: lcT tools optimized to strengthen Parliamentary efficiency. All sub-goals:

a, 5.1, Digitalization (ERP) forHouse operations

b. 5.2. Digital Legislative Database

c. 5.3. DiSitalizing Committee processes

d. 5.4. ICT for Research Optimization

e. 5.5. Enhance Connectivity
f. 5.6. ICT based citizens engagement

E. Goal-6: Institutionalize PMU for implementation and review of NA Strategic Plan

and strengthen itto perform effectively in developing partnerships

F. Goal-gr Enhance SDCS capacity and linkages with Minist es, and intemational
partners to make it effective in achieving desired results

G. Goal-1o: Support increasing engagement of Women Parliamentary Caucus with
various stakeholders

H. Goal-11 Enhance arld encourage citizen participation from: A.ademia, youth and

women, and vulnerable population segments

Specifi c RespoDslblllties:
A. Maintain proied-related records, including contracts and transaction orders

B. Prepare and Review invoices/payments from consulta[cy firms/vendors related

to the project
C. Review and approve timesheets forwork related to the project
D. Review accounttotals related to the projectassets and expenses

E. Reviewing budgets, including staffin& work plans, and fee structures.

F. Providingthe project director and clients with timely financial reports and

budgets, as wellas project forecasts

G. Comply with ci rculars/policies/rules/regulations of Accountant Ceneral Pa kistan
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lob Descriptions, duration and status ofproject positions apprcved by the Finance Committee ofthe National

Assembly in respect ofitem#2 duringits meeting on 2oth September 2021

Revenues IAGPR) for all transactions
H. Comply with PPRA rules and regulation
l. Create and submit reports and tax retums related to the proiect

I, Compile informatio[ for intemal and extemal auditors, as required
K. Reporting to the prcject dircctor as required.

Requlred Educatlon Quallfl cadon:
Minimum 14 years ofeducation and a degree from an HEC recognized degree awarding
institute in Finance, Accounts.

Requlred Experlence:
. Three (03) years relevant work experience.

Preferred Skllls;
. Proficiency in accounting
. Budgeting and forecasting preferably in public sector organization
. Proliciency of using accounting software's/tools/platforms
. Good understanding ofPPRA
. Ability to communicate clearly
r Excellent analltics skills
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