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Job Profile

	JOB TITLE  
	Response Manager

	GROUP 
	International

	TEAM 
	ASIA

	LOCATION 
	Cox’s Bazar, Bangladesh (with travel)

	RESPONSIBLE TO 
	Country Representative – Bangladesh


PART 1 – JOB DESCRIPTION 
1. JOB OVERVIEW 

The Response Manager is responsible for leading and managing Tearfund’s response. As the most senior representative for Tearfund in the project location, the RM is responsible for representation to the local authorities, Clusters/Sectors, for coordination with implementation partners and other stakeholders at Cox’s Bazar district. The RM is responsible for project management and the implementation of programme quality and accountability commitments and for ensuring Tearfund policies and procedures are adhered to by staff and partner organizations. RM contributes to the design and update of the appeal strategy by providing inputs from field locations and implementing the strategy at field level in collaboration with the Dhaka team, Thematic Advisers and any other staff deployed to support the programme. 
2. POSITION IN ORGANISATION

· Member of the Senior Management Team (SMT)

· Reports to the County Representative  

· Direct Reports: Project staff and support staff in a particular area. 

· Dotted Line Responsibility: works in collaboration with the HR, Finance and Logistics and Sector Advisors (HQ/Region)    

3. ORGANIZATIONAL REQUIREMENTS

· The post-holder will, at all times, carry out his/her responsibilities with the utmost respect for the protection of children in accordance with Tearfund’s Child Protection Policy. 

· The post-holder will be required to actively participate in the spiritual life of Tearfund in the following ways: 

· To model godly leadership in all aspects of character and conduct. 

· To lead or contribute in Christian worship, prayer, teaching and biblical reflections during collective staff prayer times and encourage staff to attend as is appropriate. 

· To be committed to and share in the outworking of Tearfund’s Mission, Purpose, Values and Statement of Faith. 

· To actively work and live in accordance with Tearfund’s Statement of Faith and Tearfund’s Christian ethos. 

· To pursue and maintain a Christian faith through ongoing personal spiritual development and a relationship with God. 

· To provide support and spiritual encouragement to staff and colleagues, in line with biblical principles. 

· The post-holder will be expected to behave in accordance with Tearfund’s ‘Code of Conduct’ as referred to in the Personal Conduct Policy.
4. KEY RESPONSIBILITIES

4.1. PROGRAMME STRATEGY
· Ensure Tearfund’s purpose, values, and the programme objectives are communicated amongst project staff and facilitate input from project staff in the strategic planning process.

· Implementing the appeal strategy at project location in collaboration with Country Representative and Thematic Advisers (HQ/Region) 

· Representing Tearfund and coordinating with all external stakeholders at Cox’s Bazar district and providing valuable input in strategy planning.
4.2. PROGRAM IMPLEMENTATION
· Supervising and monitoring the implementation of regular projects at field level through partners.

· Facilitating new project’s conception in collaboration with Country Representative and thematic experts form HQ and region.

· Coordinate with the relevant Sectors and clusters for project design, delivery and future planning 

· Ensuring the synergy between Technical and Support services at field level

· Ensuring the implementation of strategy and action plans recommended by Tearfund Country Management Team 

· Monitoring the social climate at field level and report to Country representative in case of any social issues that hinders the program implementation in field level.

· Managing overall the training needs at project location.

· Coach and capacity build partner and project staff across sectors in quality project cycle management including programme design, embedding Tearfund’s Quality Standards, monitoring & evaluation. 

· Ensuring Tearfund Quality Standard, Teafund Values are taken under consideration by Tearfund staffs and partner agency while implementing the program. 

· Preventing any kind of frauds and power abuses at program location and informing it to the concerned.

· Participate in knowledge and information sharing within the programme. Identify, document and disseminate relevant project learning within the programme.

· Lead in producing reports and proposals required for the local authorities, DEC, Tearfund and other donors. 

4.3. LIAISON AND COORDINATION
· Act as principal contact point of Tearfund from program location (District level, sub district, union, camp and zones within the camp, host communities) to the local authorities, partners and other stakeholders. 

· Ensure coordination with UN, humanitarian actors, Integral Alliance members and donors at field level for synergy, complementary action and future funding opportunities. 

· Updating Tearfund activities with Clusters and District level stakeholders at Cox’s Bazar. 

· Establish good relationship with local authorities, partners and other stakeholders and facilitate administrative procedure. 

4.4. PARTNER MANAGEMENT
· Monitoring and ensuring the activities of partners are as per the plan agreed between Tearfund and Partner agencies. 

· Conducting periodic meetings with the partners to take updates from partners and ensure effective communication between Tearfund and Partners required to carry out the planned activities. 

· Review periodic reports and activity of partners in the field and provide required information to the Country Representative. 

· Lead the Project Management Unit (PMU) at Cox’s bazar in collaboration with partner organizations 

· Organize regular monthly field staff meeting at field office and quarterly PMU meeting with field staff and partner organizations

4.5. TEAM MANAGEMENT 
· Provide leadership to the programme team at project location, ensuring clarity over project plans and priorities, encouraging effective team work and inclusiveness, and building a team spirit through regular meetings. 

· Oversee the administrative functions in field level, line managing DMEAL coordinator, technical Officers and support service officer based in project location.  

· Ensure Tearfund’s performance management system is effectively implemented, with objective setting, probationary reviews, regular catch ups, 6-monthly performance appraisals carried out for all staff based in project location. 

· Support the implementation of Tearfund’s staff development policy, including personal development planning in a way that is consistent and transparent. 

· Conduct disciplinary and grievance procedures, as required, in conjunction with the HR team.  
4.6. CORPORATE POLICY AND COMPLIANCE
· Responsible for security management in the project location, including writing and updating the location-specific Security Plan, ensuring staff are fully briefed/trained on the agreed security measures appropriate to the area, staff understand individual and collective responsibilities for safety and security and ensuring incidents are reported, critical learning is recorded and corrective actions taken.

· Responsible for health and safety for the project team in the designated area, ensuring policy is understood by staff, and any accidents are recorded appropriately.

· Responsible for project compliance with the procedures set out in Tearfund’s Disaster Management System for the development of project proposals, reporting, monitoring, evaluation, learning, project completion and for compliance with donor rules.

· In conjunction with the HR Manager and HR staff, ensure local recruitment is consistent with Tearfund HR recruitment policies, the legal context and local practice

· In conjunction with the HR Manager and HR staff, ensure HR policies and procedures are understood by the project team and implemented.

· In conjunction with the Finance Manager and finance staff, ensure financial management is in accordance with Tearfund financial systems and policies.

· In conjunction with the Logistics Manager and logistics staff, ensure logistics systems (procurement, transport, storage, communications, estate / buildings management, asset management etc), security procedure at filed level are in accordance with Tearfund logistics systems and policies
PART 2 – PERSON SPECIFICATION 

JOB TITLE: Response Manager

	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS


	· Master’s Degree in sociology, or Disaster Management, or development study or in related field.
	· Master’s Degree in sociology or disaster management, or development study or in related field will be given more preference. 

	EXPERIENCE


	· At least 5 years of work experience with I/NGO or equivalent in management function including partner management. 

· Proven experience in project management in humanitarian contexts 

· Proven experience of security management and operating in insecure environments 

· Project cycle management including, needs assessment and proposal development experience 

· Team management in humanitarian environments 

· Monitoring & Evaluation 

· Strategic planning
	· Experience in WASH, Food Security and Nutrition sectors, Working to SPHERE standards, People In Aid and Red Cross Codes of Conduct 

· Experience in finance, HR and logistics systems 

	SKILLS/

ABILITIES


	· Analytical and problem solving skills 

· Excellent English written and verbal communication skills 

· Computer literate 

· Organisational and administrative skills 

· Negotiation and representation skills 

· Ability to lead, participate and facilitate in collective staff prayer and bible studies
	· Training and mentoring skills

· Knowledge and Understanding of Local language around Cox’s Bazar and Rohingya population 

	PERSONAL QUALITIES


	· Committed Christian with a personal relationship with God 

· Christian motivation in relation to injustice and serving those in need. 

· Emotionally & spiritually mature

· Team player

· Understanding and sensitivity to cross cultural issues

· Commitment to accountability to beneficiaries and transparency, showing dignity and respect, and demonstrating listening and understanding

· Flexibility, ability to remain calm under pressure

· Willingness to travel and live in basic conditions
	· Networking

· People developer and motivator 
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