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JOB DESCRIPTION

Job Title:

Programme Manager
Department:

Programmes
Duty Station:

Country Office Lanzhou (Gansu) with regular travel to field areas
Reports To:

Country Representative/ Matrix Management by Regional Desk
Summary:
Programme Manager (PM) is a senior management level position with the responsibility of supporting Project Managers and implementing partners (GANGO, CFPA) in planning, implementing and executing Islamic Relief China's programmes and projects. Duties associated with this position involve monitoring overall programme quality, project progress, budgets, identifying challenges, providing timely solutions and motivating the team members to implement quality programmes with effectiveness and efficiency.

Overall Responsibility:

The PM will be responsible for advising and assisting Country Representative/Regional Desk at IRW on all aspects of programme management under the Project cycle Management (PCM). The position will also be responsible to introduce tools and systems to strengthen the implementation and quality of interventions by supporting implementing partners/ Project managers. It will specifically include day-to-day support, assisting in development of new programmes, active monitoring and support in evaluations, networking, financial management and reporting. The PM will represent IR China in meetings at national and/or provincial level (as required) and extend support to country team to establish strong coordination with other humanitarian agencies and government representatives. The position will also be responsible for improving the quality and standards of IR’s long-term development programmes and ensure sustainability of IR programmes. The position involves extensive travelling for support and monitoring of IR programmes.
Specific Responsibilities:

Strategic Inputs

· Assist Country representative in defining operational plans in collaboration with implementing partners within the framework of the country strategy

· Assist Country representative in ensuring that strategic decisions regarding programs are implemented

Programme Management

· Provide with innovative and creative ideas for sustainability and expansion of IR’s programmes

· Develop quality concept notes and proposals to secure future funding opportunities.
· Ensure that implementing partners are following IR’s as well as  technical specialists recommendations, on program standards and quality, as well as the guidance of the Country representative
· Ensure all programs are completed within the appropriate timeframe, within budget and achieve their objectives 

· Monitor project implementation, communication and reporting
· Coordinate with and support local partners to implement projects according to the project document and work plan

· Regularly monitor the progress against work plan and quality and impact of interventions
· Facilitate regular field trips for supervision and discussion of each programme, define constraints, priorities, plans of action, etc.

· Ensure good coordination between the programme, logistics, administration and finance departments
Human Resource Management/Administration
· Support and guide country team 
· Provide timely feedback to country representative to ensure optimal performance of project staff 

· Providing on-going problem-solving guidance for implementing partners/project staff regarding programmatic issues, planning issues, and difficulties encountered with local authorities
· Supervise and provide support to country team on matters relating to Human Resource, finance and administration

Financial Management and Compliance

· Regularly review monthly financial monitoring reports and provide timely feedback to country representative and country desk at IRW.
· Ensure all internal controls are in place and efficiently complied with
· Ensure compliance with IR’s and donor’s financial & operational policies for audits & transparency purpose
· Monitor the project and project budgets to ensure their effective implementation and fund utilization

· Timely identify project re-appropriation requirements and lead the process of recommending/seeking donor approvals on changes/revisions in projects' scope, budget and timeline, if required. 

Reporting 

· Draft quality analytical monthly programme narrative reports 

· Ensure timely drafting and submission of reports

· Ensure preparation of analytical monthly, quarterly and donor reports by agreed deadlines

· Ensure communication protocols are adhered to at all times according to the IR communication guidelines and hierarchy

Monitoring and Evaluation

· Assist country representative and IRW in evaluating and monitoring programmes to ensure they are meeting goals and take actions to improve achievements and level of impact

· Assist in planning, coordinating & implementing ex-post evaluations of programme or project processes and impact
· Assist in developing monitoring criteria and systems for the programme
· Assist in developing effective monitoring and evaluation frameworks and mechanisms in coordination with country representative and country desk at IRW
· Ensure that all the programs have an appropriate MEAL system defined and that it is implemented

· Arrange frequent workshops of field teams to review and plan progress

Networking and Advocacy

· Assist country representative in maintaining external linkages with implementing partners, local government stakeholders and donors etc.

· Represent IR in meetings as and when required 

· Coordinate and liaise with all stake holders including local government, communities and partners for longer term sustainability of the project interventions.

Security & Safety

· Assist country representative in maintaining a regular system of monitoring security threats and dissemination of information to all staff
· Ensure compliance with IR and government security guidelines and instructions at all times

· Assist in developing/improving security guidelines for IR's operations
· Ensure IR's presence in all local security meetings

· Keep management informed on all security matters and developments
Person Specification:

It is essential that the post holder shows a good understanding and sympathy with the Islamic Relief’ Worldwide values and principles, commitment to its vision and mission as well as International Red Cross and Red Crescent Movement.
Essential
· University degree
· At least 3-5 years of programme management experience in humanitarian and development settings. At least 2-3 years at senior or similar position within international/ National NGOs

· Demonstrated experience working on community-based programme initiatives

· Demonstrated experience in participatory methods and approaches such as PRA/RRA/PLA

· Clear understanding of the development environment and the issues facing implementation of development projects

· Experience in designing and developing development programmes and projects

· Positive attitude and ability to work with colleagues with diverse backgrounds
· Strong problem-solving, negotiation, communication and networking skills

· Strong skills in impact assessment and sharing and learning

· Ability and skills to write concise reports and high quality proposals in English

· Fluency in English and a Mandarin language
· Willingness and ability to travel in difficult environments

Core Competencies
· Ability to work as part of a team and to ensure effective working relationships within an organisational structure

· Commitment to International Red Cross and Red Crescent Movement

· Professional and personal integrity

· Sensitivity to gender and diversity

· Flexibility and adaptability

· Good sense of humor

· Ability to travel, work and live in relatively isolated and sometimes difficult conditions
Signed by Supervisor:

Name: ______________________________
Signature: ____________________ Date: _____________
I have read and understood the details of the above Job description, the terms and conditions of my contract and the personnel policy and agree to abide by them at all times. I fully understand that my failure to do so could result in the termination of my work with Islamic Relief.
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