
Positions 01 – Deputy Program Coordinator Planning, Monitoring, Reporting & 
Evaluation PPS-09 

Pay 
Package 

Salary package as prescribed under the latest Finance Division’s Office Memorandum for 
Standard Pay package for Project staff directly recruited for Development Projects funded from 
PSDP (or will be replaced with any other notification issued on the subject matter later-on) OR on 
deputation basis against standard terms and conditions. 

Minimum 
qualification 

16 Years of education (in any core Engineering fields, social or management sciences, Public 
policy or relevant professions or Project Management or Accounting & Finance). 

Experience At least 10 years of experience  in Training / project management and coordination in 
Development sector (Project preparation & implementation in TVET sector or a reputed 
development partner will be a plus). 

Tenure Temporary posts on contract basis (for project duration only). Performance based 06 months 
renewal policy will be followed till the completion of the project period. 

Maximum 
Age 

Maximum 50 Years. 

Place of 
Posting 

NAVTTC HQs, Islamabad. 

Job 
Descriptions 

�  To coordinate / liaison for planning of the program & its effective implementation / execution.  
�  To successfully manage, implement and monitor the program. 
�  To ensure timely appraisal, documentation and weekly reporting of development project / 

schemes, as per policy guidelines. 
�  To follow/propose updates/ draft PC-I(s) and concept notes and briefs, in consultation and 

coordination of stakeholders in line with NAVTTC HQs mandate, National Skills Strategy and 
National TVET Policy. 

�  Review existing training Schemes / Proposals and suggest ways & means for effective 
implementation of the project / scheme. 

�  To coordinate with all concerned stakeholders and Regional Offices. 
�  Task & Functions of other inter-related skill development projects of same nature. 
�  Timely submission of progress reports to authority. 
�  Task & Functions of other inter-related skill development projects or projects of same nature 

conceived by NAVTTC. 
�  Preparation of Monthly, Quarterly, Mid-term and completion reports of the program. 
�  Prepare weekly, monthly and yearly progress reports. 
�  Effective advocacy, communication, media material, success stories for NAVTTC activities and 

TVET sector.  
�  Other tasks and functions assigned time to time by the authorities.  
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