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I. INTRODUCTION 

A. Context: The Training and Capacity-building for RCDP 

1. The proposed Resilient Community Building Project (RCDP) goal is to improve the living 
conditions of selected communities and improve their resilience against climate and disaster risks.  
The project would provide community infrastructure and livelihood grants to poor and vulnerable 
communities to address their most pressing needs identified with climate and disaster risk lenses.  
It would also invest in building capacities of government agencies and communities in resilient 
community development and disaster risk management.1 Given the nature and outputs of this 
project, the training and capacity building plan will focus on: 
 

(i) Aligning the competencies with the requirements and principles of the project; 
(ii) Sharpening required competencies in line with the goals and CBD strategies of 

RCPD; and  
(iii) Defining the capacity-building and training management structure. 

 
B. Objectives of the Plan 

2. This training and capacity building plan intends to achieve the following: 
 
(i) Identify the capacity-building and training requirements of RCDP to ensure 

achievement of the project’s outcome and outputs; 
(ii) Define the capacity-building framework, training plan and learning themes to 

address identified training requirements of RCDP; and 
(iii) Define the capacity-building and training management structure including 

proposed institutional arrangements that would respond to the project’s capacity-
building requirements in the most efficient, and effective manner. 
 

C. Intended Users of the Capacity-Building and Training Plan 

(i) Project Management Unit 
(ii) Main Implementation Consultants 
(iii) Training Staff at the Union and Township Levels 
(iv) Support Service Providers and Village Facilitators 
(v) Other institutions and agencies involved in the project training and capacity -

building plan for RCDP 
 

D. Objectives of training and capacity building 

3. The project identifies specific learning activities and system of training management and 
delivery that would achieve the following: 
 

(i) Address the capacity-building requirements of the RCDP project in a strategic, 
effective and efficient manner; 

(ii) Develop and enhance competencies of project implementers and stakeholders 
consistent with the objectives of the RCDP project; 

(iii) Ensure professional and result-oriented management of the RCDP project; and 
(iv) Develop the capacity of DRD, project townships and villages to sustaining the 

gains of resiliency building and participatory development. 

                                                
1  The text is taken directly for the ADB-RCDP Aide Memoire, 5 June 2018. 
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II. GUIDING PRINCIPLES  

4. The training and capacity-building plan for RCDP would be guided by the following key 
principles. 
 

Table 1:  Training implications of guiding principles 

PRINCIPLE TRAINING & CAPACITY-BUILDING IMPLICATIONS 

Localized 
decision-making 

Community members examine their situation, assess available resources, 
determine solutions to identified problems and needs, and decide, based on 
available information, on projects and interventions. 

The training and capacity-building activities should focus on: (i) The 
community members are the best source of information about their 
context and situation and have an important role in decision-making, (ii) 
improving the capacity of communities and other stakeholders to process 
this information and do critical analysis, and (iii) use of gathered 
information as basis for localized planning and collective decision-
making.  

Empowering All activities undertaken in the project build the capacity of the community. Each 
activity is part of an iterative learning process wherein communities utilize their 
local knowledge and skills, sharpen the understanding of their situation, and 
consequently enables them to define solutions to their problems and plan their 
envisioned development.   The community co-owns their situation and are 
emboldened to collaborate with agencies and stakeholders for resource 
mobilization and improved delivery of basic services. 

The training should focus on improving the confidence of target 
communities in addressing vulnerabilities and risk as well as reducing 
poverty. The trainings should capitalize on participatory, practical and 
effective learning methodologies that enable communities to be critical 
and active participants in the project processes.  

Transparent Community members and relevant stakeholders are informed about the 
progress of project implementation. All project transactions and decisions are 
properly recorded and made available for public scrutiny.  Participation by the 
media, NGOs and civil society groups are encouraged to conduct   independent 
project monitoring. 

The training and capacity building plan give focus on the approaches and 
mechanisms to foster transparency and accountability and the role of 
project staff and other stakeholders in assuring transparency in all 
project- related transactions.  

Inclusive and 
Participatory 

The project encourages all sectors in the community -- women, youth, poor 
households, ethnic groups, villagers from remote hamlets, business entities, 
leaders - to take part in project activities.  This guarantees that the processes 
are inclusive and are not controlled by a few or dominated by local elites. 
Recognizing the importance of participation creates an opportunity for everyone 
to take part in development and owning the process. 

The training and capacity building plan should focus on specific 
competencies in applying this principle in a sustained and consistent 
manner, such as trainings to develop and strengthen skills in facilitation, 
teamwork, consensus building, conflict management and resolution. The 
training should accentuate awareness on quality of participation and how 
to encourage all to take part in the community planning process. There 
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PRINCIPLE TRAINING & CAPACITY-BUILDING IMPLICATIONS 

should also be input on approaches in handling non-participation, 
exclusion, and managing domineering individuals. 

Demand-driven 

 

The project supports subprojects that were selected thorough participatory 
processes of identification, consultation, prioritization, resource allocation and 
mobilization by the community. 

The trainings should develop the analytical skills of individuals and groups to be 
strategic in their analysis and thinking. To accomplish this, training should 
equipt the communities with the necessary tools for analysis, the 
knowledge to utilize gathered information for planning and use these to 
make sound decisions, enable them to prioritize their needs, and identify 
solutions to address issues in a participatory manner.  

The commitment, facilitation, and diligence of community facilitators to 
guide communities should also be emphasized. 

Simple 

 

The project emphasizes simplicity in all procedures and requirements.  This 
promotes better understanding, facilitates learning, allows ease in adoption and 
compliance by community and appreciation from stakeholders. 

Training and capacity building interventions should be simple and 
relevant both in substance and process.  The development of clear, 
informative, culturally appropriate and gender sensitive learning materials 
will reinforce the principle of simplicity.  

Sustainable The community formulates practical plans for sub-projects sustainability.  This 
assures the community to benefit from the sub-project within and beyond the 
project life. 

Communities and governments are capacitated to localize the processes and 
mechanisms of RCDP in their VDP. 

Knowledge materials should also be developed to ensure that lessons are 
documented for future training and capacity-building activities.  

The training focuses on the sustainability of the participatory processes 
and infrastructures through operations and maintenance and approaches 
to strengthen and sustain the participation of communities in the VDP 
process. 

 
III. COMPETENCY REQUIREMENTS OF THE RCDP  

5. The competencies presented in this plan were determined through the following 
processes: 
 

(i) Identification of the knowledge, skills, and behavior required to perform the job 
descriptions contained in the Human Resource Plan; 

(ii) Identification of the knowledge, skills, and behavior required of stakeholders as 
contained in RCDP project documents, other DRD –led projects such as NCDDP, 
ERLIP, and Evergreen, and similar projects2 employing community-based 
development, disaster risk reduction, and resiliency building as core strategies of 
implementation; 

                                                
2  KALAHI-CIDSS NCDDP (Philippines), Myanmar Action Plan for Disaster Risk Reduction (MAPDRR) 2012, Village 

Development Plan, DRD. 
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(iii) Identification of the qualities of the successful performance of community / village 
organizers and project staff of other participatory development programs; and 

(iv) Validation of the knowledge, skills, and behavior identified in the first three steps 
through discussions with Union and Township Level DRD personnel and Township 
NCDDP, ERLIP, and Evergreen project staff. 

6. The exercise produced six general categories of knowledge, skills, and behavior: 
 

(i) Understanding and consistent application of RCDP principles, objectives, 
strategies and approaches for community-based development (CBD), community 
resiliency building, stakeholder’s capacity building; 

(ii) Collaborating, partnership, and networking that will strengthen delivery of 
services across institutions and mobilize support from other stakeholders 
specifically from Townships Administration, business and livelihood entities, and 
development inclined organizations; 

(iii) Organizational development, team building, and effectiveness at the level of 
National Agencies, Township Governments, village tracts and villages; 

(iv) Community / Village mobilization and facilitation that enables an environment 
of engaging participation of village tracts and villages in critical assessment and 
planning, responsive and inclusive decision making, and project development and 
implementation; 

(v) Professional and technical competencies required in the identification, 
planning, implementation, monitoring and evaluation of resilient livelihood and 
infrastructure projects; and 

(vi) Project management   includes functional competencies and skills in planning, 
organizing, monitoring, learning, evaluating, coaching and mentoring, team-
building and consensus-building; coordination and networking and technical skills 
in rural infrastructure, livelihood assessment and development, and financial 
management. 
 

7. From the six categories, 25 specific competencies required by the project are identified 
and presented in Table 2. This list is not exhaustive and is presented as basis for the core   training 
and capacity building plan of the project.  The training and capacity building staff dedicated to the 
project are encouraged to validate these competencies and to periodically review and modify the 
list considerate of the varying emerging needs, peculiarities and capacities of target townships in 
the course of the project. 
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Table 2:  Required Competencies of RCDP Based on Project Goals, Outcomes and Job Descriptions  

COMPETENCIES PMU PIU SSP 
 CF, TF, 

LF, & 
CFS 

VTDSC 

VDC 

TLT 

 

Village 
Volunteers 

Livelihood 

Groups 

TPIC 
Township 

Admin. 
And 

Village 
Admin 

NGO 

and 

Media 
Monitors 

1. Knows, understands, articulates and explains 
the RCDP “theory of Change3,” objectives, and 
outcomes and how improved local planning 
and governance, improved capacity of 
stakeholders, resiliency building, reduction of 
poverty, and overall improvement of quality of 
life will be achieved through the RCDP. 

        

2. Understands and explains the implications of 
climate-risk environments, geo-hazards, and 
non-climate informed   interventions and how 
these make communities and households 
vulnerable and directly affect the sustainability 
and resiliency of agriculture and livelihoods. 

        

3. Common understanding, application and 
enforcement of specific policies, procedures 
and systems of RCDP in community organizing 
and mobilization, community livelihood 
development, community infrastructure 
development, financial management, 
procurement, gender equality and social 
inclusion (GESI), monitoring and evaluation, 
social accountability, and training and capacity-
building. 

        

4. Performs specified jobs and responsibilities 
stipulated in Term of References (TORs) and 
project manuals/guidelines. 

        

                                                
3 Based on the premise that, in high climate-risk environments, the agriculture and off-farm livelihoods of vulnerable households will only be sufficient and sustainable 
when communities are climate-informed, and market linked, and both the policy environment, livelihoods and infrastructure are climate resilient. 
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COMPETENCIES PMU PIU SSP 
 CF, TF, 

LF, & 
CFS 

VTDSC 

VDC 

TLT 

 

Village 
Volunteers 

Livelihood 

Groups 

TPIC 
Township 

Admin. 
And 

Village 
Admin 

NGO 

and 

Media 
Monitors 

5. Possess above adequate analytical skills in 
generating and   linking data for planning and 
implementation of RCDP interventions 
(infrastructure, livelihood, capacity building). 

        

6. Possess the ability to think strategically and 
creatively in performing assigned roles and 
functions towards the achievement of outputs 
and impact indicators of RCDP. 

        

7. Communicates well and effectively.         

8. Practices and promotes professional 
excellence (individual and group), 
transparency and accountability in all 
transactions of RCDP. 

        

9. Articulates and explains DRD’s Rural 
Development Strategic Framework and related 
GOM policies4  as foundation to RCDP 
strategies in promoting participatory rural 
development, climate-informed and market 
linked livelihood development, and community 
resiliency. 

        

10. Reinforces project buy-ins and support through 
stakeholder analysis, social marketing 
strategies, networking and partnership 
building. 

        

11. Facilitates discussion and deliberation of 
challenges and interventions leading to   
participatory decision-making during village 

        

                                                
4  Myanmar sustainable Development Plan, National Framework for Community Disaster Resiliency, Climate Change Strategy and contributions to SDG 1 and 2.  
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COMPETENCIES PMU PIU SSP 
 CF, TF, 

LF, & 
CFS 

VTDSC 

VDC 

TLT 

 

Village 
Volunteers 

Livelihood 

Groups 

TPIC 
Township 

Admin. 
And 

Village 
Admin 

NGO 

and 

Media 
Monitors 

tract and village development planning and 
meetings. 

12. Designs and implements innovative and 
culturally appropriate strategies and tactics to 
promote inclusive and gender-balanced 
community participation and involvement in the 
VDP process. 

        

13. Applies organizational development principles 
and strategies, team formation to strengthen 
and sustain organized groups and project 
committees for effective project implementation 
and sustainability. 

        

14. Understands and applies concepts and tools 
for community visioning with well-defined plan 
of action. 

        

15. Designs and implements appropriate training 
and capacity-building interventions for 
community in building required competencies 
in project identification, planning and 
prioritization, development and resource 
utilization and accountability for livelihood or 
infrastructure projects. 

        

16. Uses consensus-building and negotiations 
skills to manage and resolve inquiries, 
problems, issues, and conflicts. 

        

17. Understands and applies required technical 
skills vital to the effective execution of climate-
informed and resilient infrastructure and 
market-linked livelihood components. 
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COMPETENCIES PMU PIU SSP 
 CF, TF, 

LF, & 
CFS 

VTDSC 

VDC 

TLT 

 

Village 
Volunteers 

Livelihood 

Groups 

TPIC 
Township 

Admin. 
And 

Village 
Admin 

NGO 

and 

Media 
Monitors 

18. Understands and applied competencies 
required to perform project appraisal and 
project development, business and financial 
literacy and management, entrepreneurship, 
procurement, monitoring and evaluation and 
learnings. 

        

19. Fosters an enabling environment for 
participatory leadership and teamwork. 

        

20. Understands and applies concepts, tools and 
strategies related to inter-agency (government 
and non-government) collaboration, such as 
networking and linkage, problem-solving, 
resource generation and mobilization. 

        

 

 

 

21.  Understands the formulation of project policy 
guidelines based on findings from monitoring 
and evaluation activities, stakeholder’s 
assessment and review. 

        

22. Understands strategies to localize RCDP 
principles and strategies in township and 
village tract participatory development planning 
and resiliency building for continuity and 
sustainability. 

        

23. Keeps informed of potential resources may 
these be technical inputs, training and capacity 
building, livelihood and market linkages, funds, 
credit, and other resources and negotiate to 
acquire same to achieve project objectives. 
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COMPETENCIES PMU PIU SSP 
 CF, TF, 

LF, & 
CFS 

VTDSC 

VDC 

TLT 

 

Village 
Volunteers 

Livelihood 

Groups 

TPIC 
Township 

Admin. 
And 

Village 
Admin 

NGO 

and 

Media 
Monitors 

24. Understands the analysis of stakeholders 
(government and non-government) 
involvement in RCDP and consider their 
contributions (whether they support, against, or 
neutral) in making action plans. 

        

25. Assesses progress and quality of the work; 
evaluating the performance of program staff, 
effectiveness of the organizational, volunteer 
groups in relation to output and impact 
indicators of RCDP project. 
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IV. STRUCTURE OF THE TRAINING AND CAPACITY-BUILDING FOR RCDP 

8. Following the identified competencies, this training and capacity-building plan identified 
five thematic learning groups covering the skills and knowledge critical to the success and 
sustainability of RCDP. While recognizing that such skills and knowledge cannot be solely 
acquired through training, capacity building, assessments and learning activities should be 
conducted to initiate the process of developing and strengthening such competencies. Continued 
learning mechanisms should be in place in the workplace through structured self-assessments, 
reflection and tactics sessions, monitoring or evaluation conferences, multi-stakeholder’s review 
and social audits. 

Table 3: Thematic learning clusters 

FIVE THEMATIC LEARNING CLUSTERS  
A. Orientation on RCDP Vision, Goals, Objectives, Strategies, Policies Procedures, Scope of 

Work, Outputs, and Impact Indicators 
B. Community/ Village Mobilization and Organization for Inclusive and Gender-Balanced 

Participatory Development 
C. Project Development: From Prioritization to Evaluation 
D. Township and Village Capacity Building for Sustained Participatory Development 
E. Project Management for Results  

 
9. Table 4 shows the target audience for each of the learning clusters and the specific topics 
Orientation is intended for all project staff and stakeholders. It basically provides the key 
information, government policies and policy basis, and its link to the project. The community 
mobilization cluster focuses on approaches, strategies, and skills for initiating and managing 
community organizing and mobilization processes. These are intended for the community 
facilitators, technical facilitators, livelihood facilitators, community finance support, and community 
volunteers who are part of the different village tract and village project teams. Project 
development is the technical cluster. It contains the project learning requirements that should 
prepare the village tract and village in a critical analysis of situational vulnerabilities leading to the 
formulation and implementation of viable and feasible projects and livelihoods through the Village 
Tract Development Plan. These are intended for the members of the village tract and village 
teams, groups formed and township bodies overseeing the project. Participatory governance 
issues come to focus for training interventions in the township and village capacity building 
for RCDP localization. The principal audiences are the township, village tract, and village 
administration. The last cluster, project management for results targets all project staff and 
stakeholders. This learning cluster focuses on individual as well as collective excellence in all 
aspects of project implementation and provides strategies, tools for assessment and review. 
 
10. Table 5 presents the proposed sequencing of such activities for each township cluster by 
cycle. It provides a roadmap for the RCDP training unit in crafting and delivering the appropriate 
training activities for the project. Other training needs will be determined after the conduct of the 
competency and training needs assessment to be undertaken by the Training Unit in collaboration 
with the Capacity Building and Education Specialist from the MIC and SSP and the Project 
Implementation Units (PIU) of each target township. Detailed contents of each training can be 
taken from the following project manuals: 
 

(i) Operations Manual 
(ii) Community Rural Infrastructure Manual 
(iii) Social and Environmental Safeguards Sub-Manual 
(iv) Gender Equality and Social Inclusion 
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(v) Procurement Sub-Manual 
(vi) Financial Management Manual 
(vii) Community Finance Sub-Manual 
(viii) Livelihood Manual 
(ix) Monitoring and Evaluation Manual  

 
A. RCDP Orientation 

11. The RCDP seeks to achieve common understanding of the project and the accountabilities 
of each of the stakeholders involved. The orientation clarifies key features of the project at the 
onset and reduce confusions in the initial stages of the project. Introduction and familiarization to 
RCDP could be done through a series of orientations, presentations, meetings or could be 
incorporated in any of the other training modules suggested in this plan. The orientation sessions 
should be clear and concise and custom fitted for intended audiences at the Union, State/Region, 
District, township and village tract levels. Particular attention should be devoted to making local 
government units recognize the value of people’s participation and to buy in to the project. 
 

 Competencies to be developed and strengthened  

(i) Knows, understands, articulates and explains the RCDP “theory of 
Change5,” objectives, and outcomes and how the improve local planning 
and governance, capacity of stakeholders, resiliency, reduction of poverty, 
and overall improvement of quality of life will be achieved through the 
RCDP; 

(ii) Understands and explains the implications of climate-risk environments, 
geo-hazards, and non-climate informed   interventions and how these make 
communities and household vulnerable and directly affect the sustainability 
and resiliency of agriculture and livelihoods; 

(iii) Common understanding, application and enforcement of specific policies, 
procedures and systems of RCDP in community organizing and 
mobilization, climate- informed and market linked community livelihood 
development, community infrastructure development, financial 
management, monitoring and evaluation, and training and capacity-
building; 

(iv) Performs specified jobs and responsibilities as specified in the various 
TORs and project manuals/guidelines; 

(v) Articulates and explains DRD’s Rural Development Strategic Framework 
and related GOM policies6  in its objectives of promoting participatory rural 
development and resiliency building, climate-informed and market linked 
livelihood development, and community resiliency in the delivery of its 
services through the RCDP project; 

(vi) Vision, Goals, Objectives, Components of RCDP and link to the legal 
Framework of the project;7  

                                                
5   Based on the premise that, in high climate-risk environments, the agriculture and off-farm livelihoods of vulnerable 

households will only be sufficient and sustainable when communities are climate-informed, and market linked, and 
both the policy environment, livelihoods and infrastructure are climate resilient. 

6   Myanmar sustainable Development Plan, National Framework for Community Disaster Resiliency, Climate Change 
Strategy and contributions to SDG 1 and 2.  

7  Myanmar ‘s Rural Development Strategic Framework ; Disaster risk management(DRM), climate change adaption 
(CCA), Disaster Management Law,2013; Myanmar Action Plan on Disaster Risk Reduction,2009, National Adaption 
Project of Action,2009 development of the  Nationally Determined Contribution; on-going  formulation of the  National 
Climate  Change Strategy;  the ongoing formulation of the  Myanmar National Framework for Community  Disaster 
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(vii) Review of Scope of Work: Roles and Functions of Specific Stakeholder;  
(viii) Overview of GOM directives, DRD Rural Development Framework, 

Policies, Systems and Procedures of RCDP (contained in the project 
manuals):  
(a) Community Participation Process; 
(b) Community Infrastructure Development; 
(c) Community Livelihood Development; 
(d) Community Financial Management System;  
(e) Procurement (Union and Community Levels); 
(f) Social and Environmental Safeguards; 
(g) Gender Equality and Social Inclusion;  
(h) Monitoring and Evaluation; 
(i) Feedback Handling Mechanism. 
 

B. Community Mobilization and Organization 

12. Effective facilitation in promoting participation among poor and vulnerable communities is 
vital. It cannot be assumed that facilitators hired for the job are fully capable and fully equipped 
with the skills in organizing communities given the peculiar situations of target townships. Using 
other participatory development projects8 as reference, most project hired facilitators may 
possess the experience of community development work but may lack the knowledge and skills 
for effective facilitation and critical village development planning. With this, project hired staff need 
training and development to learn and acquire the competencies needed to perform well and 
achieve the intended outputs of the project. 
 

1. Competencies to be developed and strengthened  

(i) Possesses more than adequate analytical skills in generating and linking 
data with planning and implementation of RCDP interventions (infra, 
livelihood, capacity building); 

(ii) Possesses the ability to think strategically and creatively in performing 
assigned roles and functions towards the achievement of expected outputs 
and impact indicators of RCDP; 

(iii) Practices and promotes professional excellence, transparency and 
accountability in all transactions of RCDP; 

(iv) Articulates and explains DRD’s Rural Development Strategic Framework 
and related GOM policies in its objectives of promoting participatory rural 
development, livelihood development, and community resiliency in the 
delivery of its services through the RCDP project; 

(v) Builds support for the project through stakeholder analysis, social 
marketing strategies, network and partnership building; 

(vi) Facilitates discussions and deliberation of situations and challenges 
towards participatory decision-making during village tract and village 
development planning and related meetings; 

(vii) Designs and implements innovative and culturally appropriate organizing 
strategies and tactics to promote inclusive and gender-balanced 
community participation and involvement in addressing challenges of the 
villages through project development and implementation; 

                                                
Resilience; the establishment of the National Disaster  Management Fund and  the Disaster Management Training 
Center. 

8  NCDDP, ERLIP, Evergreen Project of DRD. 
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(viii) Applies organizational development principles and strategies, team 
formation and development to strengthen and sustain organized and 
participatory structures in the villages for effective project implementation 
and sustainability; 

(ix) Understands and applies concepts and tools for community development 
planning that would produce a clear and compelling vision with well-defined 
plan of action; 

(x) Uses consensus-building and negotiations skills to manage and resolve 
inquiries, problems, issues, and conflicts; 

(xi) Fosters an enabling environment for participatory leadership and teamwork 
(xii) Training of Trainers (ToT); 
(xiii) Social mobilization, networking and advocacy for RCDP;  
(xiv) RCDP approach to community organizing;  
(xv) Communication and facilitation skills; 
(xvi) Management and facilitation of effective community meetings; 
(xvii) Coaching and mentoring; 
(xviii) Climate -informed development planning; 
(xix) Participatory leadership and team building; 
(xx) Gender equality and social inclusion; 
(xxi) Interest-based and consensus building approach to conflict resolution; 
(xxii) Delivery and management of adult/ alternative learning activities; 
(xxiii) Advanced course on community organizing;  
(xxiv) Community Based Disaster Risk Management (CDRM) and Climate 

Change Response; and  
(xxv) Organizational development and strengthening of village livelihood group 

and organizations.   
 

C. Project Development: From Prioritization to Evaluation 

13. This thematic cluster uses the project cycle as its principal guide and intends to equip the 
participants with the skills that would enable them to produce sound village tract and village 
development plans that meet the standards of resiliency, feasibility and sustainability. The 
participants will also be exposed to project implementation and evaluation to ensure that their 
sub-projects and livelihoods will produce the intended outcomes. The guidance and technical 
assistance of the Support Service Providers (SSP), Main Implementation Consultants (MIC), and 
Project Implementation Unit (PIU) will likewise play a relevant role in the project cycle. 
 
14. Consistent with the principle of the project, training will be simplified for better 
understanding.  
 

1. Competencies to be developed and strengthened  

(i) Possesses more than adequate analytical skills in generating and linking 
data with planning and implementation of RCDP interventions (infra, 
livelihood, capacity building); 

(ii) Understands and applies competencies required to perform technical skills 
vital to the effective execution of climate-informed and resilient 
infrastructure and market-linked livelihood components; 

(iii) Fosters an enabling environment for participatory leadership and 
teamwork; 
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(iv) Keeps informed of potential access to resources may these be technical 
inputs, training and capacity building, livelihood and market linkages, 
funds, credit, and other resources and negotiate to acquire resources 
needed to achieve objectives of the project; 

(v) Assesses progress and quality of the work; evaluating the performance of 
project staff, effectiveness of the organizational, volunteer groups in 
relation to output and impact indicators of RCDP project; 

(vi)  Village tract and Village Development Plan coordination and 
implementation support; 

(vii) Project Identification, Development and Financing; 
(viii) Project Management: Efficiency, Effectiveness, Resiliency, and 

Sustainability; 
(ix) Community-based Financial Management; 
(x) Simple Bookkeeping; 
(xi) Community Procurement; 
(xii) Participatory Monitoring and Evaluation; and 
(xiii) Specialized Technical preparation specific to project, such as: 

(a) Climate and Disaster Risk Management; 
(b) Resilient infrastructure design; 
(c) Supervising civil works; 
(d) Market analysis and linkages; 
(e) Climate-informed and market linked livelihood development; and  
(f) Group Formation for Livelihood. 

 
D. Township and Village Capacity Building for Sustained Participatory Development 

15. The integration and application of the RCDP participatory processes and mechanisms into 
the governance and planning mechanisms of the township and Village Tracts is one of the 
guarantees of sustainability.  It will be necessary to build the commitment and strengthen the 
competencies of township and village government units to sustain the community processes 
through localization.  Localization prepares the township and villages to eventually take the lead 
in implementation and ownership of the processes. The SSP in collaboration with the PIU will 
ensure that the latter will take the lead in implementation by project year three and onwards. 
 

1.  Competencies to be developed and strengthened  

(i) Possesses good analytical skills including the ability to think strategically 
and creatively in performing assigned roles and functions towards the 
achievement of expected outputs and impact indicators of RCDP; 

(ii) Practices and promotes professional standards of transparency and 
accountability in all transactions of RCDP; 

(iii) Fosters an environment that values participatory leadership and teamwork; 
(iv) Understanding of the requirements and application of core strategies to 

localize RCDP in local government units;  
(v) VT/VDP: From visioning to evaluation; 
(vi) Leadership for participatory development; 
(vii) Volunteer committees and village volunteer development; and  
(viii) Partnership and networking. 

 
E. Project Management for Results 
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16. Considering the scope of RCDP and the limited experience of DRD in managing resiliency 
building and climate-informed development projects, the competencies of the Union and 
Township project management project implementation staff should be further improved. 
Strengthening monitoring and evaluation are given emphasis to address problems in the field in 
a timely manner.  
 

1. Competencies to be developed and strengthened  

(i) Possess more than adequate analytical skills in generating and   linking 
data with planning and implementation of RCDP interventions 
(infrastructure, livelihood, capacity building);  

(ii) Communicates well and effectively; 
(iii) Practices and promotes professional excellence, transparency and 

accountability in all transactions of RCDP; 
(iv) Articulates and explains DRD’s Rural Development Strategic Framework 

and related GOM policies in its objectives of promoting participatory rural 
development and resiliency building, climate-informed and market linked 
livelihood development, and community resiliency in the delivery of its 
services through the RCDP project; 

(v) Keeps informed of potential resources may these be technical inputs, 
training and capacity building, livelihood and market linkages, funds, credit, 
and other resources and negotiate to acquire resources needed to achieve 
objectives of the project; 

(vi) Assess progress and quality of the work; evaluating the performance of 
program staff, effectiveness of the organizational, volunteer groups in 
relation to output and impact indicators of RCDP;  

(vii)  Understands the formulation of project policy guidelines based on findings 
from monitoring and evaluation activities, stakeholder’s assessment and 
review; 

(viii) Project development and management; 
(ix) Performance management; 
(x) Monitoring and Evaluation (including participatory monitoring and 

evaluation approaches); 
(xi) Data collection methodologies (Geographical Information System (GIS), 

Web-based data management, Information and Communication 
Technology (ICT)); 

(xii) Report writing; and 
(xiii) Organizational development, and team building.  
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Table 4 : Training and capacity-building by topic group and target participants 

THEMATIC 
LEARNING 
CLUSTER 

TOPIC GROUP TARGET AUDIENCE 

  PMU PIU SSP CF TF LF CFS VTDSC 

VSC 

TLT 

VV TPIC Livelihood 

Groups 

Other 

Stakeholders 

 

Orientation 
on RCDP 

1. Vision, Goals, 
Objectives, 
Components of RCDP.  

            

 2. Review of Scope of 
Work: Roles and 
Functions of Specific 
Stakeholder. 

            

 3. Overview of Gov’t of 
Myanmar Directives, 
DRD RDSF, Policies, 
Systems and 
Procedures of RCDP 
and Socio-Economic 
and Environmental 
Situation of RCDP 
Target Areas 
(contained in the 
manuals/guidelines).  

            

• Community 
Participation Process; 

            

• Climate Informed 
Community 
Infrastructure  

Development; 
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THEMATIC 
LEARNING 
CLUSTER 

TOPIC GROUP TARGET AUDIENCE 

  PMU PIU SSP CF TF LF CFS VTDSC 

VSC 

TLT 

VV TPIC Livelihood 

Groups 

Other 

Stakeholders 

 

• Climate Informed and 
Resilient Community 
Livelihood 
Development; 

            

• Community Financial 
Management System; 

            

• Monitoring and 
Evaluation;  

            

 • Procurement (ADB and 
Community); 

            

 • Feedback Handling 
Mechanism and 
Grievance Resolution. 

            

Community 
Mobilization 
and 
Organization  

1. Social Mobilization, 
Networking and 
Advocacy for RCDP 
(social marketing, 
conducting orientation 
of the RCDP, with 
media engagement, 
dealing with Local 
Governments, 
consensus building). 

            

 2. RCDP Community 
Processes (Start-Up 
Training, group process 
facilitation, participatory 
tools of analysis). 
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THEMATIC 
LEARNING 
CLUSTER 

TOPIC GROUP TARGET AUDIENCE 

  PMU PIU SSP CF TF LF CFS VTDSC 

VSC 

TLT 

VV TPIC Livelihood 

Groups 

Other 

Stakeholders 

 

 3. Management and 
Facilitation of Effective 
Community and 
Stakeholders Meetings. 

            

 4. Communication and 
Facilitation Skills 
(including basic 
communication skills, 
presentation skills and 
facilitation). 

            

 5. Climate- Informed 
Development Planning. 

            

 6. Coaching and 
Mentoring 

            

 7. Participatory 
Leadership and Team 
Building. 

            

 8. Gender and 
Development and 
Social Inclusion. 

            

 9. Feedback Handling and 
Grievance Resolution. 

 

 

           

 10. Delivery and 
Management of 
Adult/Alternative 
Learning Activities. 
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THEMATIC 
LEARNING 
CLUSTER 

TOPIC GROUP TARGET AUDIENCE 

  PMU PIU SSP CF TF LF CFS VTDSC 

VSC 

TLT 

VV TPIC Livelihood 

Groups 

Other 

Stakeholders 

 

 11. Advanced Course on 
Community Organizing 
(Community based 
DRM, other specialized 
topics). 

            

 12. Organizational 
Development and 
Strengthening of Village 
Livelihood Groups and 
Support Organizations. 

            

Project 
Development
: From 
Prioritization 
to Evaluation 

1. Project Identification, 
Development and 
Financing. 

(including resource 
mobilization and 
packaging of project 
proposals). 

            

 2.  Village Tract and 
Village Development 
Planning and Appraisal. 

            

  3. Community Project 
Management: 
Efficiency, 
Effectiveness, 
Resiliency and 
Sustainability. 

(including project 
monitoring and 
evaluation). 
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THEMATIC 
LEARNING 
CLUSTER 

TOPIC GROUP TARGET AUDIENCE 

  PMU PIU SSP CF TF LF CFS VTDSC 

VSC 

TLT 

VV TPIC Livelihood 

Groups 

Other 

Stakeholders 

 

 4. Community-based 
Financial Management. 

            

 5. Simple Bookkeeping.             

 6. Community 
Procurement. 

            

 7. Specialized Technical 
preparation specific to 
project, such as: 

• Climate Resilient 
infrastructure design; 

      

 

 

 

     

            

• Climate and Disaster 
Risk Management; 

            

• Supervising civil works             

• Climate-informed and 
market linked livelihood 
Development; 

            

• Group Formation for 
Livelihood; 

            

Township 
and Village 
Capacity 
Building for 
Sustained 
Participatory 
Development 

1. VT/VDP: From 
Visioning to Evaluation. 
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THEMATIC 
LEARNING 
CLUSTER 

TOPIC GROUP TARGET AUDIENCE 

  PMU PIU SSP CF TF LF CFS VTDSC 

VSC 

TLT 

VV TPIC Livelihood 

Groups 

Other 

Stakeholders 

 

 2. Leadership for 
Participatory 
Development, 

            

 3. Partnership Building 
and Networking, 

            

Program 
Management 
for Results 

1. Program Development 
and Management, 

            

 2. Team Building,             

 3. Performance 
Management, 

            

 4. Monitoring and 
Evaluation (including 
participatory monitoring 
and evaluation 
approaches). 

            

 5.  Data Collection 
Methodologies (GIS, 
Web-based data 
Management, ICT). 

            

 6. Report Writing.             

 7. Organizational 
Development and 
Team Building. 
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Table 5:  Indicative capacity building and training for a township cohort by cycle 

   1st Qrt 2nd Qrt 3rd Qrt 4th Qrt 

Level Cohort # Launch / Roll-out Jan-March April-June July-Sept    Oct-Dec 

PARTICIPANTS START-UP 
SOCIAL 

PREPARATION 

SELECTION OF 
PROJECT AND 

SCREENING 

SUB-PROJECT 
IMPLEMENTATION 

OPERATIONS AND 
MAINTENANCE, 

EVALUATION 

START-UP CAPACITY BUILDING 

A. Union Level 

*PMU: 

Project Director 

Project Manager 

Project Coordinator 

Block Grant 
Manager 

Finance Officer 

Procurement Officer 

Engineers (4) 

Infrastructure Staff 
(2) 

Communication Staff 
(2) 

Training Staff (2) 

Safeguards Staff (2) 

Procurement Staff 
(2) 

Monitoring and 
Evaluation Staff (2) 

Finance Assistants 
(2) 

Project 
Management 
Unit (PMU)* 

 

Main 
Implementatio
n Consultants 
(MIC) 

 

 

RCDP Inception 
Capacity Building: 

• Community Based 
Development 
Approach to Resiliency 
Building (Overview and 
Context) 

• Operations Manual 
familiarization 

• Gender Equality and 
Social Inclusion (GESI) 

• Feedback Handling 
Mechanism 
(Grievance) 

• Procurement 

• Infrastructure 

• Livelihood 

• Communications, 
Social Marketing, and 
Stakeholders 
Engagement 

• Monitoring and 
Evaluation 

• Project Management 

• Project Financial 
Management 
Oversight during 
Implementation 
(PMU and PIU-
Finance) 

• Computerized 
Accounting 
System (PMU and 
PIU -Finance 

• Technical Report 
Writing (PMU) 

• Monitoring and 
Evaluation (PMU and 
PIU-M&E) 

• Data Collection 
Methodologies: GIS, 
Web Based 
Database 
development and 
management, ICT) 

(PMU and PIU-M&E) 

 

15 Selected 
Candidates in 

 Training of Trainers 
(ToT) 
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   1st Qrt 2nd Qrt 3rd Qrt 4th Qrt 

Level Cohort # Launch / Roll-out Jan-March April-June July-Sept    Oct-Dec 

PARTICIPANTS START-UP 
SOCIAL 

PREPARATION 

SELECTION OF 
PROJECT AND 

SCREENING 

SUB-PROJECT 
IMPLEMENTATION 

OPERATIONS AND 
MAINTENANCE, 

EVALUATION 

RCDP key 
disciplines 

 

Project Management 

Community 
Development 

Engineering 

Finance 

Livelihood 

Procurement 

Livelihood 

GESI 

Social and 
Environmental 
Safeguards 

Climate Change and 
Disaster Risk 
Management 

Feedback Handling 

Communications and 
Social Marketing 

 

Monitoring and 
Evaluation 

 

• RCDP Overview and 
Context 

• Community based 
development approach 
and resiliency building 

• Community-based 
participatory mapping 
and planning for 
climate and disaster 
risk management 

• Group formation and 
development 

• Effective 
communication and 
facilitation 

Parallel Sessions: 

• Infrastructure 

• Livelihoods 

• Procurement 

• GESI 

• Finance Management 
and Community 
Finance 

• Grievance Handling 

• Monitoring and 
Evaluation 
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   1st Qrt 2nd Qrt 3rd Qrt 4th Qrt 

Level Cohort # Launch / Roll-out Jan-March April-June July-Sept    Oct-Dec 

PARTICIPANTS START-UP 
SOCIAL 

PREPARATION 

SELECTION OF 
PROJECT AND 

SCREENING 

SUB-PROJECT 
IMPLEMENTATION 

OPERATIONS AND 
MAINTENANCE, 

EVALUATION 

B. Township Level 

TDRD PIU: 

Project Manager 

Deputy Project 
Manager Senior 
Engineer 

Township Engineer 
and Environmental 
Safeguards 

Community 
Development Officer 

Township 
Accountant 

Monitoring and 
Evaluation Officer 

Procurement Officer 

GESI Officer 

Communications and 
Social Accountability 
Officer (CSAO) 

Livelihood Officer 

Administrative 
Assistants  

Township 
DRD, MOALI, 
GAD, and 
RCDP 
Consultants 

RCDP Project 
Orientation for Cluster 
Townships  

Township Level 
Training for DRD and 
SSP  

• RCDP Overview and 
Context 

• Community based 
development (CBD) 
approach and 
resiliency building 

• Group formation and 
development 

• Effective 
communication and 
facilitation (including: 

o Coaching and 
Mentoring 

o Delivery and 
Management of 
Adult Learning 
Activities 

• Climate Change and 
Disaster Risk 
Management 

• GESI 

• Feedback Handling 
Mechanism 

• Monitoring and 
Evaluation 

• DRD VDP 
Integration into 

 • Training of 
Facilitators (TOF) 
(CFs, TFs, LFs, 
CFS) 

• Climate Informed 
and Resilient 
Community 
Infrastructure  

• Development 

• Climate Informed 
and Resilient 
Community 
Livelihood 
Development 

• Community Financial 
Management System  

• Monitoring and 
Evaluation 

• Environmental 
Safeguards 

• Community 
Procurement 

• Specialized 
Technical Trainings: 

• Climate Resilient 
Infrastructure 
design (PIU- 
Engineers) 

• Climate-Informed 
and market linked 
Livelihood 
Development 
(PIU- Livelihood) 

 • Quality Assurance 
Review (QAR) 

• Multi-Stakeholders 
Review (MSR) 
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   1st Qrt 2nd Qrt 3rd Qrt 4th Qrt 

Level Cohort # Launch / Roll-out Jan-March April-June July-Sept    Oct-Dec 

PARTICIPANTS START-UP 
SOCIAL 

PREPARATION 

SELECTION OF 
PROJECT AND 

SCREENING 

SUB-PROJECT 
IMPLEMENTATION 

OPERATIONS AND 
MAINTENANCE, 

EVALUATION 

Village Tract 
and township 
planning (PIU) 

• Technical 
Report Writing 
(PIU and SSP) 

   CYCLE 1    

C. Village Tract/ 

Village 

Village 
Volunteers 

Village 
Committee 
Volunteers 

VDP-PRA 
Volunteers 

Livelihood 
Volunteers 

Feedback 
Handling 
Mechanism 
FHM) 
Volunteers 

 • Project brief and 
orientation 
(Community driven 
development (CDD) 
principles, project 
outcomes, project 
outputs, grant 
allocation for both 
infrastructure and 
livelihood 
components, 
implementing 
mechanism and 
roles at every level, 
core criteria for 
subproject 
selection, cycles 
and feedback and 
grievance redress 
system); 

• Orientation on 
Climate Change 
and Disaster Risk 
Management 

• Village Hazard 
analysis and 
mapping 

• Capacity Building 
Training on Village 
Development 
Planning (VDP) 
Preparation and 
updating using PRA 
tools and mapping 
exercises 

• Criteria Setting for 
sub-project 
screening  

• Grievance handling  

• Public speaking and 
effective 
communication 

• Interview skills 

• VDSC trainings on: 

• Project design 

• Operations and 
Maintenance 

• Environmental 
Safeguards 

• Community Finance 
and Procurement   

• Simple 
Bookkeeping 

• Community 
Infrastructure 
Training  

Other training: 

• Supervising Civil 
Work 

• O&M Training for 
Sub-Projects 

• Organizational 
Development of 
Village Livelihood 
Groups  

• Skills Trainings 

• Community Based 
Participatory Monitoring 

• Social QAR and 
Satisfaction Survey 

 



26 
 

   1st Qrt 2nd Qrt 3rd Qrt 4th Qrt 

Level Cohort # Launch / Roll-out Jan-March April-June July-Sept    Oct-Dec 

PARTICIPANTS START-UP 
SOCIAL 

PREPARATION 

SELECTION OF 
PROJECT AND 

SCREENING 

SUB-PROJECT 
IMPLEMENTATION 

OPERATIONS AND 
MAINTENANCE, 

EVALUATION 

• Village participatory 
market assessment 

• Gender Sensitivity 
and Household 
Methodologies 

• Group Formation and 
management 

• Women’s leadership 
capacity building 

• Training of Village 
Volunteers on 
Household 
Methodologies 

to be coordinated 
with TVET service 
providers  

   CYCLE 2    

Union Level  • Communications and 
Social Marketing 
training and knowledge 
products development 
(PMU, PIU, and SSP 
CSAO) 

• Leadership in 
Participatory 
Development (PMU) 

  • Cycle 2 UQAR 

• Cycle 2 UMSR 

Township Level  Refresher Course 

• TOF (CF, TFs, LFs, 
CFS) 

• Other training based 
on the Training Needs 
Assessment 

• Advance Courses of 
Community Organizing 
for Facilitators 

• (Based on 
Competency and 

• Leadership for 
Participatory 
Development (PIU) 

 

• Refresher Course 

• TOF (CF, TFs, LFs, 
CFS) 

• Other training based 
on the Training 
Needs Assessment 

• Advance Courses of 
Community 
Organizing for 
Facilitators 

• (Based on 
Competency and 

 • Cycle 2 TQAR 

• Cycle 2 TMSR 

• Livelihood Learning 
Exchange (Livelihood 
Groups) 

• Farmer-to-farmer 
technology exchange 
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   1st Qrt 2nd Qrt 3rd Qrt 4th Qrt 

Level Cohort # Launch / Roll-out Jan-March April-June July-Sept    Oct-Dec 

PARTICIPANTS START-UP 
SOCIAL 

PREPARATION 

SELECTION OF 
PROJECT AND 

SCREENING 

SUB-PROJECT 
IMPLEMENTATION 

OPERATIONS AND 
MAINTENANCE, 

EVALUATION 

Training Needs 
Assessments) 

Training Needs 
Assessments) 

 

Village Tract/ Village 
Level 

 • Township Climate and 
Risk Profile Review 

• Market and 
Employment 
Opportunity Profiles 
Review 

• Leadership for 
Participatory 
Development 
(VDSC, VV) 

• Validation of VDP 

• Revisiting the 
Climate and Disaster 
Risk Profiles 

• Proposal Making 
(Livelihood) 

• Team Building for 
Livelihood Groups 

• Disaster Risk 
Management 

• Various Training for 
Livelihood Groups by 
Project Type 

• Organizational 
Development 
Trainings for 
Community Group: 

o O&M 

o Livelihood 

o Volunteer Groups 

 

• Volunteers 
Development 
Trainings* 

*To be determined 
based on TNA 

• Community Based 
Participatory Monitoring 

• Social QAR and 
Satisfaction Rating 

   CYCLE 3    

Union   • Performance 
Management (PMU) 

  • Cycle 3 UQAR 

• Cycle 3 UMSR 

Township   • Performance 
Management (PIU) 

  • Cycle 3 TQAR 

• Cycle 3 TMSR 

• Livelihood Learning 
Exchange (Livelihood 
Groups) 

• Farmer-to-farmer 
technology exchange 
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   1st Qrt 2nd Qrt 3rd Qrt 4th Qrt 

Level Cohort # Launch / Roll-out Jan-March April-June July-Sept    Oct-Dec 

PARTICIPANTS START-UP 
SOCIAL 

PREPARATION 

SELECTION OF 
PROJECT AND 

SCREENING 

SUB-PROJECT 
IMPLEMENTATION 

OPERATIONS AND 
MAINTENANCE, 

EVALUATION 

Village    • Various Training for 
Livelihood Groups by 
Project Type 

• Volunteer 
Development 
Trainings 

• Community Based 
Participatory Monitoring 

• Social QAR and 
Performance Rating 
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V. TRAINING MANAGEMENT AND DELIVERY SYSTEM 

17. The training management and delivery system of RCDP may consider the following 
features: 
 
A. Training delivery using various learning formats but based on uniform content 

18. The Training Unit (TU) will be responsible in the conduct of quality training needed by the 
project staff and the project stakeholders. Training content will be based on common contents 
developed by the MIC and TU in consultation with the township clusters. The MIC and TU will 
monitor township Cluster requirements, training activities, based on the standards presented 
below and the evaluation of the participants. The MIC and TU should be cognizant of the   
scheduling and frequency considerations in planning the trainings. 
 
19. Training will not be limited to classroom delivery, but will use other modes, such as self-
directed learning teams, learning and exchange visits, and on-the-job training through coaching 
and mentoring and use of technology as alternative means of leaning. 
 
B. Maximizing Free Access of Technology 

20. Use of day to day technology may be utilized to provide alternative means to share 
information, conduct virtual coaching, social media conferencing, peer information exchange 
during project implementation. Possible options are as follows:  
 

1. Pocketbook guides and/or E-Guides 

21. For areas where internet is not readily available, instructional materials and references in 
hardcopy (pocketbook or pamphlet), electronic-books (e-books), or portable document formats 
(pdf) are options which can be looked into. These formats may serve as ready reference using 
personal gadgets such as computers, laptops, tablets or smartphones except hardcopy 
documents. Important features of these formats are the inclusion of suggestion boxes, tips or 
advisories, possible options to take in given scenarios and examples from other CBD 
implementations. 
 

2. On-line Chat for Information 

22. Use of internet social media such as face book messaging, tweeter, or other chat/ 
messaging applications are practical ways for online queries and on the spot discussions and 
conferencing9.  
  

3. You Tube Instructional Format 

23. You Tube video may be considered as an instructional format which can be accessed by 
any smartphone or tablet online or offline (file earlier downloaded and viewed offline). Uploading 
instructional video is free and accessible to everyone with internet access. 
 

4. Cloud Information Library 

24. Delivery of modular topics in Power Point format or pdf modules via internet or use of 
virtual cloud storage for easy access and on-demand information anytime, anywhere.  

                                                
9  Two or more can engage in an online discussion using group chat or video conferencing platforms. 
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5. Field Notes Exchange 

25. Documenting on field experiences, observations and project related information in field 
notes format may be utilized as actual project level references capturing various project scenarios 
which may be of relevance to project hired staff. These documentations may be uploaded in a 
centralized server or storage cloud such as Dropbox or other available cloud storage which can 
be accessed for free. 
 
C. Training by Service Providers  

26. Another option for training delivery will be contracted out to qualified training providers. A 
pool of trainers may be formed to handle specialized subject matters outside the purview of the 
department.  
 
D. Setting Training Standards 

27. The TU will provide guidance in setting the standards for quality training and set the criteria 
for training providers to qualify as learning partners of the program.   
 
28. Standards should include the following parameters: 
 

(i) Training content, objectives and methodology are aligned with DRD policy; 
(ii) Training needs identified through a competency or training needs assessment; 
(iii) Training design should include opportunities for participation, teamwork, 

innovation, consensus building and reflection; 
(iv) Learning materials are simple but informative and user friendly with tools such as 

process maps, learning materials in electronic formats, and functional and portable 
guide books; 

(v) Technical concepts are presented in clear and simple terms and popularized for 
community level utility; 

(vi) Includes measurement system to assess pre and post learnings; and  
(vii) Training technology must be tested in actual training and proven effective as 

indicated on training records or documentation. 
 

29. The selection of the training service providers shall be based on the following: 
 

(i) Credible track-record in the area of training expertise being proposed; 
(ii) National and/or regional in scope, depending on the coverage of training required;  
(iii) Training faculty have substantial experience in interactive learning technologies 

and appropriate expertise; 
(iv) Training service provider’s goals and objectives are consistent with those of 

RCDP; and 
(v) Total cost of training being proposed is cost efficient. 
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E.  Conduct of competency assessments  

30. A competency assessment identifies the gaps between required skills, knowledge and 
behavior for specific tasks and functions and those actually possessed or exhibited by the 
individuals accountable for the performance of the specific tasks and functions. 10 
 
31. These assessments will be conducted by the TU in coordination with the Capacity Building 
and Education Specialist at the Union and Township Clusters.  The TU is encouraged to 
undertake consultations with stakeholders including experts in the field to help define and develop 
the competency requirements of the Union and Townships in implementing Community- Based 
Development projects and interventions. 
 
F. Preparation of Bi- Annual Training Plans 

32. The Union and Township Clusters training teams will map out the training plan every 
semester based on the results of competency assessments conducted and performance 
evaluation reports from the township clusters. As soon as the training plans are finalized, the 
RCDP training team in collaboration with the MIC will designs modules.  
 
G. Evaluating Training Process, Results and Outcome 

33. Post training evaluation will be conducted to determine improvements in competencies as 
seen in the performance of staff’s roles and responsibilities. The TU and township cluster training 
teams will conduct an impact assessment of the training preferably three months after the conduct 
of trainings.  These assessments will be useful information in the preparation of training plans. 
 
34. The Training Unit in partnership with the SSP and PIU will monitor the training programs 
conducted at the Union, Township, and Village Levels and their assessments will be part of the 
data base to be established in coordination with the monitoring and evaluation team of RCDP. 
 

VI.  COMPOSITION AND FUNCTIONS OF THE TRAINING UNIT 

35. The Training Unit (TU) is composed of one (1) Training Unit Head, one (1) Training 
Coordinator; three (3) Trainers, two (2) Administrative Staff, one (1) Information and 
Communication Technology (ICT) Technician and one (1) Driver. The TU is responsible for: 
 

(i) Provide direction, policies, standards and guidelines for the effective and efficient 
delivery of training programs, including those provided by training institutions and 
individuals; 

(ii) Coordinate with the MIC and   pool of trainers to conduct the orientation workshops; 
and other trainers’ training necessary for the project. 

(iii) Set up systems for the selection of training service providers, quality assurance, 
coordination, monitoring and evaluation of training programs; 

(iv) Develop knowledge products and learning materials, particularly for the orientation 
workshops; trainers’ training; basic course and advance course for project staff; 
and the supervision courses for the project managers and senior staff, 

(v) Provide technical assistance and in-house training when necessary. 
 

                                                
10  This is different from a training needs assessment which will be conducted by the learning partners before designing 

a training module. The TNA is gathering information on a specific training need to help in determining the specific 
training content and process.    
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VII. JOB DESCRIPTION OF TRAINING UNIT STAFF 

A. Job Title:  Training Unit Head 

(i) Job Summary:  The Training Unit Head (TUH) supervises and coordinates all 
training concerns of the Department and of the RCDP to ensure relevance, 
consistency, and quality. 

(ii) Key Functions: 
(a) Leads the formulation of training policies pertaining to procedures, 

processes, standards to ensure effectiveness, efficiency and sustainability 
of capacity-building activities; 

(b) Ensures implementation of such policies by Cluster Township training 
teams and service providers; 

(c) Designs the semi-annual training plan and budget of RCDP; 
(d) Plans and maps out strategies and approaches to achieve training and 

capacity-building objectives of the RCDP; and 
(e) Leads the conduct of policy researches and knowledge development. 

(iii) Tasks: 
(a) Manages the operations of the DRD National Training Facilities; 
(b) Develops training policies, systems and procedures, training standards to 

ensure quality of training in collaboration with the PMU, MIC, PIU and SSP; 
(c) Participates in QARs to validate policies and get feedback from 

stakeholders; 
(d) Reviews and evaluates program designs and implementation; 
(e) Designs continuing education programs for DRD, project level partners and 

village volunteers; 
(f) Installs of a measurement system to measure two key aspects of training 

and capacity-building: process and results; 
(g) Guides training staff in the performance of their specific functions;  
(h) Conducts bi-annual planning sessions with PMU and PIU to identify and 

prioritize training and capacity-building needs; 
(i) Supervises the conduct of competency assessments and reviews; 
(j) Determines financial, physical and human resource requirements and 

sources; and 
(k) Networks and coordinates with other government agencies with similar 

programs or training interventions. 
 

B. Job Title:  Training Coordinator 

(i) Job Summary:  Serves as a link to PMU and the Township Cluster SSPs in 
coordinating and planning training requirements for the projects. Provides 
technical support on training related concerns.  

(ii) Key Functions:  
(a) Coordinates the trainings of the DRD National Training Facilities; 
(b) Coordinates with the Union PMU, MIC, Township PIUs, and Cluster SSPs 

in planning and mapping out training requirements, strategies and 
approaches to achieve training and capacity-building objectives of the 
RCDP; 

(c) Determines financial, physical and human resource requirements and 
sources; 
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(d) Coordinates the designing of continuing education programs for DRD, 
project level partners and village volunteers; 

(e) Coordinates with other government agencies with similar programs or 
training interventions; 

(f) Participates in QARs to validate policies and get feedback from 
stakeholders; and 

(g) Coordinates training schedules at the Union and Township levels. 
(iii) Tasks: 

(a) Participates in the conduct of policy researches and knowledge 
development; 

(b) Participates in the bi-annual training plan and budget activities; 
(c) Assists in the formulation of training policies pertaining to procedures, 

processes, standards to ensure effectiveness, efficiency and sustainability 
of capacity-building activities; 

(d) Assists in the review and evaluation of program designs and 
implementation; 

(e) Oversees the Installation of a measurement system to measure two key 
aspects of training and capacity-building, process and results; 

(f) Assists the conduct of competency assessments and reviews; 
(g) Guide training staff in the performance of their specific functions;  
(h) Facilitates bi-annual planning sessions with PMU and PIU to identify and 

prioritize training and capacity-building needs; and 
(i) Summarizes performance evaluation of project staff, SSP and facilitators 

to update competency assessment. 
 

C. Job Title: Trainers/ Training Assistants  

(i) Key Function:  To provide technical support to the Training Unit Head and the 
Training Coordinator in the conduct, supervision, and monitoring of training 
interventions. 

(ii) Functions: 
(a) Ensures the provision of trainings and support to the TU; 
(b) Assists the TUH in screening prospective training service providers; 
(c) Assists TUH in identifying other learning approaches that could be used by 

the project; 
(d) Identify training needs and priorities based on monitoring reports and 

updated competence assessments; 
(e) Identify needs for materials development under assigned area of expertise, 

i.e. program management, community mobilization and organization, DRD 
capacity-building, and project development;  

(f) Organize materials development working group, composed of experts, to 
draft appropriate learning materials to be used in the various training; and  

(g) Makes an inventory of available learning materials within DRD and other 
government agencies engaged in similar activities. 

(iii) Tasks: 
(i) Conducts trainings on assigned topics;  
(ii) Designs competency assessment tools for DRD and project staff; 
(iii) Conducts competency assessments among the project staff;  
(iv) Prepares reports of competency assessment findings and submits report 

to the TUH; 
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(v) Submits reports on results and process of training activities under the 
supervision of the TUH; 

(vi) Submits consolidated report to the TUH on the status of staff capacity in 
achieving project goals; 

(vii) Surveys for qualified, credible training service providers with proven track 
records; 

(viii) Recommends to the TUH other learning approaches that could be used by 
the project; and 

(ix) Assists the TUH in organizing the pool of trainers. 
 

D. Job Title: Administrative Assistant  

(i) Key Function: Responsible for providing administrative services at Union Training 
Center in terms of managing flow of communications, safekeeping of documents, 
reporduction of training materials and knowledge products and providing clerical 
and other related administrative support. 

(ii) Tasks: 
(a) receive, send, track documents/communications from/to intended 

recepients; 
(b) classify and safekeeping relevant  documents; 
(c) scan, photocopy records, communications and other documents; 
(d) provide copy of official documents to concerned  training staff; 
(e) support training staffl staff in preparing documents, photocopying and 

binding of documents and/or training materials; 
(f) provide support during the conduct of  TU related activities; 
(g) attend meetings related to administrative concerns as directed by the TUH;   
(h) performs other administrative-related tasks that maybe assigned from time 

to time; and 
(i) assists in the reproduction and preparation of knowledge products and 

learning materials. 
 

E. Job Title:  ICT Technician 

(i) Key Purpose: Provides overall technical support in the installation, operation, and 
maintenance of training equipment and operates the video and sound systems 
during training. 

(ii) Functions: 
(a) Operates and maintains training and office equipment at the DRD National 

Training Center;  
(b) Provides technical support in the use, installation and operation of video 

and sounds equipment during training within and outside the training 
center; 

(c) Assists in the reproduction of training materials;  
(d) Takes videos and photographs of training activities; and 
(e) Performs other related tasks assigned by the TUH. 

 
F. Job Title: Driver 

(i) Key Function: Drives the vehicle to transport authorized passengers and 
equipment and provide other related administrative support. 

(ii) Tasks: 
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(a) Drives the  vehicle to transport authorized persons in accordance with the 
Department’s policies on proper driving procedures ,vehicle maintenance 
and security. 

(b) Check the mechanical condition of the assigned vehicle and ensure that it 
is regularly maintained. 

(c) Carry out minor repairs and report major repairs on assigned vehicle. 
(d) Coordinate schedule for regular check-up/servicing of vehicle.  
(e) Transport equipment, supplies and other materials to venues outside the 

office during meetings, trainings and other events. 
(f) Provide logistical support and simple administrative assistance as    

necessary.  


