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TERMS OF REFERENCE

Project Officer

The Microinsurance MBA Association of the Philippines (MiMAP) also known as RIMANSI is a non-profit microinsurance resource center and association of microinsurance mutual benefit associations (Mi-MBAs) in the Philippines, providing business development support services to microfinance institutions, cooperatives and Mi-MBAs in the establishment and strengthening of member-owned and governed microinsurance programs.  As a growing network of mutual microinsurers, MiMAP is looking for a Project Officer.

The Project Officer (PO) will assist in ensuring the timely delivery of appropriate and relevant technical assistance to member Microinsurance MBAs.  The PO shall perform the following:

1. Monitor the performance and compliance of member Microinsurance Mutual Benefit Associations (Mi-MBAs) through regular key performance indicator and compliance review. 
2. Provide staff support in meetings and activities of the MiMAP Solvency and Risk Protection Committee and the Mi-MBAs’ Financial and Risk Review Committee. 
3. Support and monitor the implementation of externally-funded projects in improving Mi-MBA performance.
4. Coordinate with partners and members project activities and provide logistical support for field events including travel requirements.
5. Prepare project-related communication materials and reports to update funding partners and implementing members. 
6. Assist in the conduct of meetings, workshops, forums, conferences, and trainings among members and partners.
7. Organize a filing system for meetings documentation, sectoral performance and reports related to MiMAP operations.
8. Prepare regular work plan and accomplishment report and provide input into the periodic MiMAP activity and budget planning.

Qualifications:
· Graduate of accountancy, applied mathematics or related field.
· Good written, verbal, presentation and analytical skills.
· Good knowledge and skills in computer office applications.
· Has passion for development work.
· Volunteer work experience is a plus.


Interested applicants may send their CV with letter of intent addressed to the Executive Director at rimansi@yahoo.com and secretariat@rimansi.org. 

Please indicate in the subject of email the position you are applying for.

Only shortlisted applicants will be notified.

Deadline of Application: 21 April 2025 (Monday)
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