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	Basic information

	Job title
	 Programme Support Officer, DIPECHO

	Department
	 FORMDROPDOWN 


	Location
	Bangladesh

	Reports to (Job Title)
	Country Manager

	Matrix manager if applicable (Job Title)
	DIPECHO Consortium Manager and Regional Emergency Manager, South Asia

	Direct reports (Number or Not applicable)
	     

	Overall people management responsibility (Number or Not applicable)
	     

	Matrix management responsibility (Number or Not applicable)
	Y

	Budgetary responsibility (Amount or Not applicable) 
	DIPECHO operational budget 

	Child protection clearance required 

(If applicable, Standard/Enhanced)
	 FORMDROPDOWN 


	Expected travel per annum
	 FORMDROPDOWN 


	On call/unsocial hours
	 FORMDROPDOWN 



	Role definition

	Role purpose


	To assist those responsible for managing and supporting Christian Aid partnerships and 

programmes and to support the effective disbursement of funds to Christian Aid partners 

working on the programme.  To contribute towards the smooth administration of the 

programme working mainly within the local office team but may have frequent contact with 

external partners in the course of their work.  To support communications and fundraising 

including from institutional donors.



	Role context


	The role works within the International Programmes role family positioned 

within Programme Support and Development. The role is key in providing 

administrative support to the work team to ensure partnerships and 

programmes are managed effectively. The role will normally work within a 

country office and there may be occasional travel required.

Role outputs
Effective and efficient administrative systems and procedures, including support in collating 

and compiling financial reports, in accordance with Christian Aid’s framework, implemented 

within the office to support staff. (May not apply to role, depends on location).
All administration regarding grant approvals and transfers to Partners and emergency support work in accordance with Christian Aid policies and procedures.  May also include support to the programme team with documentation for consultation and learning events, policy papers,reports and other programme related documents.
All receipts, reports and other documentation from Partners accurately recorded and filed both manually and electronically.
Strong relationships developed through regular communication between partners and 

Christian Aid.
Contribution made to other team members in the development and implementation of partner 

capacity building and training. (May not apply to role, depends on location).
Information provided for production of reports for institutional donors, project files maintained, 

supporter visits and team meetings facilitated and supported.

Relationships

The role is line managed by the Programme Manager or Country Manager. The role holder will have contact with partners.

Decision making Decision-makingDecision-making
The ability to make day to day decisions to assist in the administration and smooth running of the partnership and programmes.
Education and qualifications
Education Decision-makingE
Education & Qualification

Minimum Master’s Degree in Social science 
Knowledge Required

Substantial knowledge of supporting programmes and programme staff in international 

and national agencies.
Experience & Skills

Proven ability to manage a wide range of issues, some which are not straightforward.  

Indicated by 1 years learning period.
General
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.

Abide by the Code of Conduct, policies and procedures within Christian Aid.

This role profile is not prescriptive; it merely outlines the key behaviors the role-holder 

requires to be successful in the role; the key behaviors and responsibilities are subject 

to change.  Any changes will be made in consultation with the role-holder.
Must be in sympathy with the aims of Christian Aid as it seeks to express the concerns 

of the Churches in relief and development, and strengthening poor communities.
Core competencies:
Innovation and creativity

These behaviors are about demonstrating openness to new ideas and seeking opportunities for Christian Aid to grow and be more effective at achieving its essential purpose. We also seek to learn from our experiences, adapt appropriately to change and make effective decisions on the most appropriate intervention.

• L1 Assist the work group to generate innovative ways of working or opportunities for Christian Aid to strengthen its work.

• L1 Work with colleagues to generate learning within the work group.

• L1 Work with the impact of change on own work and be resilient if there are regular initiatives requiring change.

• L1 Make decisions on own work within designated parameters.
B: Effectiveness and accountability

These behaviors are about demonstrating the ability to organize and execute work plans in a way that strengthens the work of Christian Aid. Everyone is accountable for their contribution to the achievement by Christian Aid of aims and objectives 

set out in its key strategy document Turning Hope into Action.

L1 Assist others to complete work in the most cost-effective manner, reaping the greatest benefit.

• L1 Assist others in the organization and planning of work group activities and outcomes.

• L2 Contribute to and deliver on work plans to achieve work group objectives.

• L1 Assist in identifying solutions to issues related to own work and take action as directed.
C: Team work
These behaviors are about demonstrating effective working practices with individuals and work groups; supporters and partners; staff and volunteers; and any other stakeholders. They emphasize the need to act as one organization in an environment that reflects many different cultures and disciplines.
L2 Contribute to and apply Christian Aid's culture, structures and policies within a work group.

• L2 Contribute to the effectiveness of the work group.

• L2 Contribute to a culture that positively values the diversity of people, views and ideas within Christian Aid.

• L1 Assist others to achieve work-group objectives.
D: Communication and interaction
These behaviors are about relating to others, communicating and networking effectively about the work of Christian Aid, and presenting information and expressing opinions confidently to internal and external audiences.

L1 Work to assist others to communicate information, opinions and ideas within a work group. 

• L1 Support the use of networks to further the objectives of the work group.

• L2 Share ideas, question opinions and participate in discussions confidently.

• L2 Basic comprehension and command of English language.
1. Other responsibilities as directed by Country Manager, Christian Aid, Bangladesh




	Key outcomes


	Role requirements

	Relationships


	External
	Relationship with the major donors, state and non state actors in Bangladesh

	Internal
	Close liaison with various Christian Aid teams including the local country Programme, Finance Division, Internal Audit, Communications Division, Programme Funding Division and Programme Impact and Learning Team

	Decision making


	Analytical skills


	Developing self and others


	Person specification

	Applied skills/knowledge and expertise


	

	


	IT competency required
 FORMDROPDOWN 
  


	Competency profile


	DATE CREATED (dd/MM/yyyy)
	25/07/2013


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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