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Lettre de Référence 
 

No. BFA/ICO/2023/LR/AT-01 

 

 

Le Fonds International de Développement Agricole (FIDA) présente ses compliments à 

l’ambassade du Canada, et a l'honneur de vous transmettre une lettre de référence au 

profit de Monsieur SOULGA René Baudouin. 

 

        Je soussignée Ann TURINAYO, Représentante et Directrice Pays du FIDA au Burkina Faso, 

superviseur immédiat du concerné, affirme que Monsieur SOULGA René Baudouin est 

employé à temps plein, soit 40h par semaine au FIDA en qualité de "Country Programme 

Assistant’' depuis septembre 2022 à nos jours sous le numéro employé 72750 (FIDA) et 

71012927 (UNDP, agence hÔte du FIDA). 

 

        Les termes de référence en anglais de son profil sont présentés ci-dessous : 

 

René Baudouin SOUGA is accountable for a range of administrative and programme 

support functions pertaining to coordination and execution of field operations. He works 

collaboratively with the Regional Programme Liaison team in HQ and with the colleagues 

in the Regional Team, and with the Country Operations Analyst as relevant, to ensure 

consistency, cohesion and synergy in administrative and programme related matters.  

His key results/major activities include: 

 

• Programme/project Support (COSOPs, Design, Implementation, Completion) 

• Resource Management and Office Support;  

• Managerial Functions 

 

 

Key Functions and Results 

 

PROGRAMME/PROJECT SUPPORT: He ensures the availability of timely, complete and 

accurate information and data to support the efficient and effective delivery of IFAD-

supported projects, on behalf of their assigned country teams in all project phases 

(COSOP, Design/Implementation/Completion) for those activities in the Region   

 

Responsibilities include: 

• Assistance in drafting of Terms of References preparation for missions   

     members (COSOP, design, implementation support, completion) 

• Support the preparation of documents and their alignment to IFAD standards  

     and procedures (e.g. for  project  design  report),  monitoring  to ensure   

     timely  submission  to  internal  review  processes  and presentation to  

     Governing Bodies; 

• Organize in-country meetings with internal and external project/programme  

     stakeholders (e.g. project team meetings, negotiations, meetings with  

     governments, country visits of senior management, learning events, etc.),  

     including preparation and dissemination of relevant documentation and  

     scouting for venues and related activities (e.g. maintaining data in IFAD  

     corporate systems) ; 

           •   Data base input of new investment projects/grants/programmes in IFAD's  

               Grants and Investment Projects System (GRIPS) and Operational Results    

               Management System (ORMS) during design stage (e.g. log frame and   

https://intranet.ifad.org/-/new-guidance-and-sop-on-managing-official-correspondence-in-the-field?inheritRedirect=true&redirect=https%3A%2F%2Fintranet.ifad.org%2Fsearch%3Fp_p_id%3Dcom_liferay_portal_search_web_portlet_SearchPortlet%26p_p_lifecycle%3D0%26p_p_state%3Dnormal%26p_p_mode%3Dview%26_com_liferay_portal_search_web_portlet_SearchPortlet_mvcPath%3D%252Fsearch.jsp%26_com_liferay_portal_search_web_portlet_SearchPortlet_keywords%3Dsop%2Bofficial%2Bcorrespondence%26_com_liferay_portal_search_web_portlet_SearchPortlet_scope%3Dthis-site
https://intranet.ifad.org/-/new-guidance-and-sop-on-managing-official-correspondence-in-the-field?inheritRedirect=true&redirect=https%3A%2F%2Fintranet.ifad.org%2Fsearch%3Fp_p_id%3Dcom_liferay_portal_search_web_portlet_SearchPortlet%26p_p_lifecycle%3D0%26p_p_state%3Dnormal%26p_p_mode%3Dview%26_com_liferay_portal_search_web_portlet_SearchPortlet_mvcPath%3D%252Fsearch.jsp%26_com_liferay_portal_search_web_portlet_SearchPortlet_keywords%3Dsop%2Bofficial%2Bcorrespondence%26_com_liferay_portal_search_web_portlet_SearchPortlet_scope%3Dthis-site
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               planned milestones) as well as entering  and  updating  data  in  IFAD's   

               Grants  and  Investment  Projects  System  (GRIPS)  and Operational Results  

               Management System (ORMS), and extracting of project and country strategy  

               information as required; 

             •  Upload and profile required documents for records management and  

               knowledge management purposes (e.g. in the Operations Library (ODC), on  

               xdesk, through IFAD's electronic records management system), and share of  

               information with project partners and other stakeholders as required. 

 

OFFICE SUPPORT: He ensures that the full range of activities pertaining to country 

programme administrative operations follow established regulations, rules and 

procedures. Administrative responsibilities span travel, human and financial resources, 

and procurement.   

 

Responsibilities include: 

 

• Prepare programme related travel arrangements, including related PeopleSoft   

     Financials Enterprise Resource Planning (ERP) transactions, for staff located in  

     IFAD's RO/MCOs/country office(s), including input of mission dates in  

     corporate system, handling of visas and logistical arrangements, and  

     supporting staff in being compliant with UNDSS recommendations on travel; 

• Logistical assistance during recruitment processes of non-staff personnel, e.g.  

     consultants and interns, and related procurement activities, including  

     PeopleSoft input and data maintenance 

• Carry out HR and Financials ERP related transactions and initiating payment  

     requests; 

• Support the administration and execution of allocated programme related  

     budgets and perform the first- level review of administrative expenditures, as  

     required; 

• Provide office assistance, dealing with routine document administration  

     (including managing incoming and outgoing communications and maintaining  

     office records and filing systems) as required; 

• Provide background/supporting documentation upon request,  

     formatting/drafting standard components of documents ensuring timely  

     submission of appropriate documentation into IFAD’s records management  

     system; 

• Perform other administrative activities relating to the running of the office, as  

     required and assigned by the head of the office. 

 

  

3. MANAGERIAL FUNCTIONS: He is accountable for integrity and transparency in the 

administration of IFAD resources. This includes providing inputs into the country office 

budget preparation exercises and monitoring sub-allotments issued; implementing 

procurement processes and assisting in contract close-out procedures; effective use of 

ERP functionality for improved business results; simplification of transaction and 

reporting processes; and improved client services, supervision of support staff, as 

applicable. 

 

            •    Provide assistance in drafting of Terms of References as required,  

                  preparation for missions members background documents (COSOP,  

                  design, implementation support, completion); support the contractual  

                  and travel arrangements and related payments. 
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Monsieur SOULGA bénéficie d’un salaire annuel brut de quatroze millions cent cinquante 

un mille deux cent soixante-quatre 14 151 264 Fcfa soit environ $CAN 32000, d’une 

couverture médicale à concurrence de 90% prise en charge par l’organisation, de la 

pension des Nations Unies et d’un passeport Diplomatique UN référence AUNB51153 du 

03 novembre 2022 au 03 novembre 2027. 

 

Les langues officielles du FIDA sont le français,  l’Anglais, l'espagnol et l'Arabe.

 

Pour toutes informations supplémentaires, n’hésitez pas de me contacter à :   

a.turinayo@ifad.org ou à contacter mon collègue en copie Bombardone, Adriana 

 

Le FIDA saisit cette occasion pour renouveler a l’ambassade du Canada , les assurances 

de sa très haute considération 
 
 
Ouagadougou, 17 juillet 2023 

 

 

 

 

 

 

 

 

 

 

 

 

Ann TURINAYO 

Directrice Pays 

Division Afrique de l'Ouest et du Centre 

Département de la Gestion des Programmes 

 

 

 

 

 

 

 

 

Immigration, Réfugiés et Citoyenneté Canada 

Ambassade du Canada 

Service consulaire 

Canada 
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