JOB DESCRIPTION

Legal Officer
Job Title
: Legal officer
Grade

: 3B
Main Purpose of the Job: The legal officer closely cooperates with another legal officer and other staffs of the NGO Forum to support the Development Issues Program, Environment Program and Land & Livelihood Program on issues of human rights, legal investigation and legal analysis that support to evidence-based advocacy of the programs and the NGO Forum as a whole regarding to legal issues. 
Main Objectives:

· T o ensure good quality of investigation, legal advice and information analysis;
·  To provide effective techniques and standards of advocacy and field investigation;
· To assist NGOF’s programs on legal issues for evidence-based advocacy.

The Legal officer must carry out duties of the position in compliance with the policies, procedures, and guidelines of NGO Forum on Cambodia (NGOF).

This job description should be read in conjunction with the action plan.

A.  MAIN RESPONSIBILITIES:

1. Research & investigation:
· Coordinate and provide support to network member for planning and implementing activities in the area of research and investigation of hot cases exist within member’s target areas;

· Facilitate in monitoring, including data gathering, research, analysis and reporting with stakeholders particularly in the areas of human rights, environment, land and livelihood, and development;
· Discuss with key stakeholders in order to gather additional information about the issues; 

· Raise awareness of interesting cases to stakeholders and network in order to get information of hot issues;
· Coordinate with program staff to discuss the critical issues and report to the line Manager for a final decision on conducting the investigation.

2. Information gathering and data analysis: 

· Work closely with program staff and manager to set standard for information gathering;
· Assist line manager to design research questionnaires ensuring that the information is comprehensive, useful for advocacy and compatible with the data management system;
· Design, develop data analysis system ensuring that analyzed data is quality in timely manner and useful for supporting to the program;
· Assist to develop the advocacy paper based on data analysis and share with the program staff and NGOs network; 

· Contribute articles to the NGO Forum publication such as magazine, leaflet, newsletter and reports.

3. Legal consultation and legal advice: 
· Provide legal consultation and advice and techniques to address dept issues of development to NGOF’s staff and NGOs network members;  

· Provide legal consultation and advocacy advice to affected communities.

4. Case Monitoring and Data update for Database: 

· Coordinate with the Research officer, Legal officer and GIS and Database officer to compile, analyze and process investigated data into the database;  

· Update cases progress and seek information from stakeholders;
· Work with team to develop clear case monitoring plan in order to review, update and sharing.

5. Capacity building and training: 

· Assist line manager ensuring that program network members and program staffs be able to undertake research and investigation; 

· Assist in curriculum design, conducting training workshops relate to research, investigation and legal issue. 

6. Reporting:  

· Prepare monthly, semi-annual and annual reports for submission to line manager, in a timely manner, accuracy, relevance, and completeness;  

· Work with other program staff to produce timely and comprehensive reports on research and investigation; 

· Assist to prepare other reports to donors if required.

7. Planning and budgeting: 

· Assist to prepare revised action plan and budget, at least twice a year or more often if required; 

· As required, contribute to the draft of the next action plan.

B. OTHERS

· Assist the line manager and Deputy/Executive Director on the other tasks as required.

C.  QUALIFICATIONS and EXPERIENCE
· Bachelor degree in law, public policy, and or related fields 

· Minimum 3-year work experience with NGOs in legal and advocacy
· In-depth knowledge of government and development issues in Cambodia related to natural resources, legal, human rights, and advocacy
· Strong understanding and experience in legal investigation, legal analysis, report writing, debate and advocacy

· Strong experience in capacity building and transfer skill and knowledge

· Demonstrated ability to work with professional network such as CSOs and RGC

· Demonstrated ability to work in team

· Excellent oral and written communication skill both Khmer and English

· Experience in the usage of computers and office software packages. 

· Strong commitment to the advocacy work

· Good understanding of the different impacts of development on women and men.

D. ACKNOWLEDGEMENT OF JOB DESCRIPTION

Date Assigned to this Position: ___________    Date of Next Appraisal: _____________

Measures of performance: Tasks as described in the Job Description above in conjunction with Program’s current Action Plan.

Name: _________________________ Signature__________________ Date__________


(Staff Member)

Name_________________________    Signature__________________ Date__________


(Executive Director)
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