[image: image1.png]



	Basic information

	Job title
	Programme Officer - Capacity Building and Advocacy

	Department
	 FORMDROPDOWN 


	Location
	Dhaka, Bangladesh

	Reports to (Job Title)
	Programme Manager

	Matrix manager if applicable (Job Title)
	     

	Direct reports (Number or Not applicable)
	Not applicable

	Overall people management responsibility (Number or Not applicable)
	Not applicable

	Matrix management responsibility (Number or Not applicable)
	No applicable 

	Budgetary responsibility (Amount or Not applicable) 
	Not applicable

	Child protection clearance required 

(If applicable, Standard/Enhanced)
	 FORMDROPDOWN 


	Expected travel per annum
	 FORMDROPDOWN 


	On call/unsocial hours
	 FORMDROPDOWN 



	Role definition

	Role purpose


	Why does the role exist? What is its purpose? (around 25 words)
To be responsible for supporting and managing Christian Aid’s capacity building and advocacy initiatives in Bangladesh. In particular, he/she will provide technical expertise and lead the advocacy initiatives for the project, “Health and Nutrition Voucher Scheme for Poor, Extreme Poor and Socially Excluded People (PEPSEP)” funded by the European Union on behalf of the project consortium members. CA is well placed to carry out advocacy work at the local and national level in Bangladesh. The post holder will also provide technical expertise and lead the capacity building initiatives for the project “Empowering smallholders to strengthen local democratic governance” funded by the European Union. He/she will be engaged in effective allocation and disbursement of funds to Christian Aid partners. He/she will support the country team on areas related to capacity building and advocacy. Beside that the position is also supposed to provide support to the partners of Christian Aid Bangladesh for implementing it’s resilience activities. 


	Role context


	(What does the department do? Is the role part of a team? How big is the team and where does the job fit in? (An organogram is helpful here)
The post holder will be responsible for Christian Aid’s advocacy and capacity building programming. He/she will provide technical guidance and support to partners and will ensure that program reports are complete and of good quality in accordance with Christian Aid and donor requirements. He/she will be responsible for grant management and disbursement of funds to partners including compliance with donors. He/she will also provide technical guidance and support to Christian Aid staff. The role works within the International Programmes role family specifically for Bangladesh Country Programme. The role is key in providing support to Christian Aid partnerships and programmes to ensure they are managed effectively and funds are allocated in line with the Bangladesh country programme and agreed plan. 


	Key outcomes


	· Strong portfolio of partners and able to respond and support Christian Aid’s advocacy and capacity building agenda. 
· Develop clear action plans for the advocacy and capacity building initiatives in-line with developed strategies and mapping and implement the action plan.
· Projects delivered on time and according to the budget. 
· Partnership management and positive relationships developed with partners through effective communication. Strong linkages between relevant stakeholders.  
· Significant decisions on programme work informed by Christian Aid’s strategic focus areas.
· Effectively manage institutional donor and Christian Aid funded projects. Grant proposals based on strong planning and evaluation procedures using Christian Aid’s internal systems 
· Monitor, report and follow up with partners on issues, risks and recommendations for corrective actions identified in quarterly and annual reports and ensure mid-term and terminal evaluations of the programme.
· Report and document good practices. 

· Ensure participation and representation at different networks. 

· Provide technical support to Christian Aid team members.
· Ensure and prioritize gender and inclusion while planning and implementing advocacy and capacity building initiatives. 


	Role requirements

	Relationships


	(Key relationships, frequency of contact, purpose of contact (liaison/influencing/negotiating etc.)


	External
	The position is line managed by the Program Manager. He/she will work with partners, institutional donors, networks, consortiums, private sectors, government bodies, forums externally 

	Internal
	He/she will work closely with other Christian Aid staff in Bangladesh, South Asia region and London contributing to a high performing team with strong links between partner work and advocacy, communication and fund raising. He/she will collaborate with consortium members including finance team. 

	Decision making


	(Accountability, level of decision making and impact of them, authority to make decisions, how often, responsibility for resources)
· Required to make  decisions on advocacy and capacity building initiaitves, informed by Christian Aid’s strategic focus group.  

· Significant decisions on programme work in country in consultation with team members. 
· Decisions are made in order to ensure programme work is successfully managed.  

· Builds consensus concerning CA’s strategic agenda with partners on joint initiatives.
· Required to make decisions on budget requirements


	Analytical skills


	(Responsible for one discrete area or several strands within a function, how much creativity, analysis and judgement or routine/semi-routine)
The post holder will develop procedures and systems to ensure effective administration and support for the programme team and projects. He/she will have the ability to synthesise and analyse data from appropriate sources to prepare meaningful and concise reports. The post holder will have intermediate level research skills and the ability to carry out and monitor research on various issues especially related to advocacy and capacity building. He/she will leverage Christian Aid’s multidisciplinary expertise to influence the shape of policies and programmes. The post holder will effectively manage core and non-core resources to achieve organizational results. Moving from basic research to programme/project management, to programme design and conceptual leadership.


	Developing self and others


	(The extent to which the job holder is responsible for their own work, for influencing and/or directing the work of others, acting in an advisory/specialist capacity)
Make use of the opportunity to develop own skills and career and at the same time help the team to develop their skills through necessary guidance, coaching and mentoring. Ability to take initiatives to be self-motivated and give and receive honest and open feedback. 


	Person specification

	Applied skills/knowledge and expertise


	(Extent/type of knowledge, skills and experience required, extent to which a source of expertise to others.  Maybe a professional qualification but may be skills and knowledge gained through experience)

Essential
· Educated to post graduate level or equivalent preferably in social science, development studies, anthropology, sociology, international relations or any other relevant field.
· Five years relevant experience of project cycle management and programme responsibilities, including administration
· Three to five years relevant advocacy and capacity building experience. 
· Good understanding and experience designing, implementing and monitoring development projects/programs in Bangladesh
· Strong ability to identify opportunities to translate and integrate development issues into development programmes and their linkages with poverty and human rights

· Establishing, maintaining and utilizing a broad network of contacts. Building partnerships and strategic alliances. Leveraging the resources of national governments and other development partners

· Confident and clear communication skills, with an ability to transmit key messages in a variety of ways, appropriate to different audiences
· Experience working in consortium approach 

· Excellent communication skills  
· Excellent verbal and written fluency in English and Bangla. 
Desirable

· Understanding on enterprise based development work.
· Relevant experience in managing of institutional donor funded progrmmes (EC/ DFID etc) 


	IT competency required
 FORMDROPDOWN 
  


	Competency profile


	LEVEL 2: You are expected to be able to:
Build partnerships

· Take on different work when necessary to achieve a team or organisational goal.

· Listen to and take on board fresh perspectives and views, even if you initially disagree with them. 

· Maintain relationships with individuals and networks, based on mutual understanding and respect. 
· Effective management of programme and partnerships
Communicate effectively

· Make complex things simple for the benefit of others.

· Actively listen and question to check your understanding and draw out others when they are not expressing themselves clearly or seem to be holding back.

· Be sensitive to what others may be feeling, based on what they say, how they say it and their non-verbal behaviour, adapting your approach accordingly. 

· Address difficult issues when they arise, being honest and open.

Steward resources

· Implement ways to reduce inefficiency in use of resources or pass the ideas on to someone who can make them happen. 

· Estimate the resources needed to achieve your own work plans or objectives and deliver them in the most efficient and cost-effective way.

· Set and communicate realistic timelines for achieving tasks, working out how best to adapt if priorities change or unforeseen circumstances arise.

Deliver results

· Prioritise, plan and monitor your work to meet your own and team deliverables to agreed standards.

· Acknowledge others’ priorities whilst being prepared to say ‘no’ if there are genuine reasons why their needs cannot be met.

· Use logical processes and relevant tools and techniques to report on information or analyse options. 

· Make timely and considered recommendations or decisions based on analysis of available data, information and evidence.
· Overall people management responsibility

· Apart from financial report, the person also need to work on “narrative report”
Realise potential

· Evaluate your own work and actively address gaps in knowledge and skills, without prompting. 

· Recognise how you react to feedback and manage reactions positively, acting on specific feedback from others. 

· Share your knowledge where it will help others to be more effective.

· Provide instruction, constructive feedback and guidance to others to help them learn.

Strive for improvement

· Constructively challenge existing practice.

· Seek better ways of doing things, taking into account the possible implications.

· Make positive suggestions on a way forward when faced with challenges, even if these fall outside the scope of your own work.

· Look inside and outside Christian Aid for new ideas and evaluate their potential for your own work. 


	DATE CREATED (dd/MM/yyyy)
	27/02/2018


Further details of specific tasks and duties will be agreed with the line manager as part of the performance agreement. Any reasonable duty may be assigned that is consistent with the nature of the job and its level of responsibility.
This role profile is not prescriptive; it merely outlines the key behaviours the role-holder requires to be successful in the role; the key behaviours and responsibilities are subject to change. Any changes will be made in consultation with the role-holder.
You will be expected to abide by the Code of Conduct, policies and procedures within Christian Aid which may be updated from time to time.

You must be in sympathy with the aims, beliefs and values of Christian Aid as it seeks to work on relief, development and advocacy for poverty eradication.
Role profile
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