Terms of Reference for 

Host Organizations, Authorized Officials and NAYA Coordinators
Host Organization:

The host organization for NAYA will be nominated by PPFA-International and will be an organization currently partnering with or a previous partner of PPFA-International that have shown exemplary programmatic and financial management skills. The host organization will be responsible for:

· Facilitating on behalf of and with the participation of the NAYA chapter the recruitment of the NAYA Coordinator

· Supervising and evaluating the performance of the NAYA Coordinator

· Providing the NAYA Coordinator with office space, access to computer, a phone, and other administrative support. 

· Provide technical support in preparation of and review of the NAYA quarterly Progress and Finance reports 

· Provide financial and managerial guidance and support to the NAYA Coordinator

· Provide overall leadership for the NAYA chapter.

Authorized Officials

The authorized official will be an appointed employee of the NAYA host organization. The host organization is responsible for appointing the authorized official. He/ she will be responsible for:

· Communicating with PPFA-International in regards to project documents, including signing of Grant Award Letters and forwarding to PPFA-International the finalized and approved project Progress and Financial reports

· Ensuring that the project complies with the policies and procedures of the NAYA host organization and PPFA-International Terms and Conditions

· Providing financial and managerial technical guidance and assistance to project activities 

· Ensuring timely transfer/disbursements of funds for NAYA activities in accordance with the project work plans

· Reviewing and authorizing  the project funds to ensure they are in accordance with the approved budget and project document

· Supervising, monitoring and evaluating the work of the NAYA coordinator

NAYA Coordinators

NAYA coordinators will be recruited by the host organization in consultation with the NAYA chapter and PPFA-International. The coordinator will offer full time services to NAYA and be responsible for:

· Overall management of the project and ensuring that project implementation is timely, on budget and meets the NAYA chapter objectives and targets

· Documenting the work of the NAYA chapter through timely compilation of quarterly PF reports, and communicating this information through the Authorized Official to PPFA-International, the Host Organization and NAYA members

· Ensuring follow-up of recommendations made by PPFA-International, NAYA members and collaborators

· Coordinating NAYA country activities including regular planning and preparing minutes of networking meetings, training, advocacy and IEC activities and documenting these.

·  Preparing requisitions for cash and /or purchases for project activities 

· Preparing progress and financial reports in collaboration with the accountant and other technical staff from the host organization

· Submitting timely PF report to AO for inputs before submitting to PPFA-International 

RECRUITMENT PROCESS OF NAYA COORDINATORS

The NAYA coordinator will be recruited by the host organization in collaboration with NAYA members. The job announcement will be developed and the position advertised for through NAYA members, NAYA collaborators and other appropriate networks. A recruitment committee comprising of the Authorized Official, a representative from NAYA member organizations and a representative from other stakeholders will be compiled to shortlist the applicants and conduct the recruitment interviews. The NAYA coordinator should have the following attributes:

· Aged below 25 years

· University Degree or a Diploma in Social Sciences or related field

· At least 2-3 years experience in ASRH and community development work

· Committed and passionate about the sexual and reproductive health and rights of youth and adolescents 

· Experience in advocacy, lobbying, networking and coalition building

· Experience in facilitating meetings and workshops

· Ability to work in a team and independently.

· Excellent report writing and editing skills

· Computer proficiency in Microsoft Word, Microsoft Excel and PowerPoint
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