Terms of References (ToRs)
Coordination and Policy Advocacy Expert

Position Title: Coordination and Policy Advocacy Expert (CPAE)
Location: NEECA/Islamabad
Reporting to: Project Manager/MD NEECA
The Coordination and Policy Advocacy Expert will support in project outreach plans, conducting meetings, focus group discussions, project briefs, research reports, concept notes and database development to achieve the National level targets of the Promotion of Renewable Energy and Energy Efficiency Concepts in Cities and Industry (REEE SCALE) Project. The PA&CE is assumed to have Impressive levels of report writing, communication and presentation skills with a reasonable know how of energy efficiency and conservation regime in Pakistan. In addition, the capability to make decisions and resolve problems; self-motivation and the drive to work carefully without day to day supervision is expected and admired.

Responsibilities & Position Requirements
Strategy, Policy, Planning and Research:
· Design appropriate methodologies, if and when required for focus group discussions, meetings with local government officials’/ municipalities representatives 
· Collect data if and when desired by or assigned by the Project Manager and or the Head of NEECA;
· Document and analyze research data, once it is collected or sent by the different teams working on the project;
· Plan, design and initiate research studies/papers/reports in collaboration with concerned local and international stakeholders on areas of mutual interest.
· 	Contribute in proposals development for various national/ international coordination on energy efficiency and conservation policy instruments/program/activities/initiatives under the REEE Project. 
· Handle day to day correspondence and communication including letters, emails or meetings in person;
· Take initiative at individual level for information dissemination on energy efficiency and conservation particularly in coordinationv with local governments/municipalities. 
Operational Management
· Support executive management in the design, development, implementation and evaluation of REEE Scale Project.
· Editing and formatting a document and/of the research report, if and when required 
· Organize the relevant and required secondary data for particular program plans under the REEE Scale project.
· Develop and maintain the record of operational documents of the Project i.e. policy briefs, office notes, Repository of Data.
· Actively participate in team work to achieve organizational goals.
· Manage timelines and quality of work in strong coordination with other team members.
· Participate in training and capacity building workshops and present REEE Project and NEECA as and when required
Reports and Communications
· Develop progress reports and presentation for external and internal review 
· Assist the PM in preparation of reports, policy briefs, data analysis
· Engage with key stakeholders for information sharing and data collection
· Prepare advocacy material on energy management systems for cities 

Qualification and Experience

· A master’s degree in energy policy, public policy, development studies, local government or any other relevant field
· At least 4-6 years of experience in a research institute or in a national and international organization in policy or program development.
· Ideal candidate has exposure to climate mitigation strategies
· Experience of working with local governments in Pakistan
· Exposure to energy efficiency and conservation and sustainable development 
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