Operations Director




Job Title: 		Operations Director
Reports to: 		Country Director
Terms:	Fixed Term contract for five years, Full time
Location:                           Head Office, Dhaka
Salary:			GB 7.3
About Concern:	Established in 1968, Concern is a non-profit, non-governmental humanitarian organisation, dedicated to the reduction of suffering and the ultimate elimination of extreme poverty in the world’s poorest countries.
Concern’s vision, our mission and our work are all defined by one goal – ending extreme poverty, whatever it takes. Concern strives for a world free from poverty, fear and oppression. 
Our culture is values driven and we believe that our people are central to all that we do and are key to delivering on our goal of Reaching the Furthest Behind First. We are committed to ensuring a workplace where everybody feels valued and are enabled to succeed in their work and contribute to delivering on our mission.
Role Purpose: 	
To ensure quality implementation of all of Concern’s programmes in country by leading the support functions (Administration and Facilities, Human Resources and People Management, Information and Communications Technology, Logistics and Supply Chain) and managing security. The Operations Director also leads work on supporting partners in line with our localisation ambition, and has overall responsibility for safeguarding and security, ensuring a strong culture of accountability, risk management, and duty of c0re. To contribute to the strategic direction of the country programme, as a key member of the Country Management Team (CMT), and to deputise for the Country Director when required.

Responsibilities:
Strategic leadership - as part of the Country Management team
· To participate in the implementation of the Country Strategic Plan (CSP) and other strategic frameworks and decision-making processes to contribute to the overall leadership of the country programme. 
· To ensure all work is carried out in line with organisation policies including safeguarding and protection, the Core Humanitarian Standard and equality, diversity and inclusion.
· To support the Programme Team in ensuring comprehensive analyses of logistical and security issues in new programme areas and appropriate mitigating measures to address them.
· In conjunction with the Country Director, to take overall responsibility for the security as well as health & safety of Concern employees, premises and equipment and liaise with internal and external stakeholders. 
· To ensure all key Concern policies and procedures are updated and communicated to relevant parties, as required, in order to ensure they are understood and adhered to.
· To ensure compliance with national legislation and donor requirements as well as Concern’s global policies and procedures.
· In conjunction with the Country Director and Country Finance Controller, to set, manage and monitor the operation’s annual budgets for the support functions.  
· To demonstrate leadership on workplace equality, diversity and inclusion and to role model a positive safeguarding ethos.
· To actively participate in any emergency response as and when required.
· To support the operations function and the wider country team in advancing the continued realisation of Concern’s localisation ambition and locally led programming.

Security Management and Representation:
· In conjunction with the Country Director, take overall responsibility for the security of Concern Bangladesh employees, premises and equipment. 
· Act as Security Focal Point for Concern Bangladesh and liaise with Security Focal Group (SFG), the UNDSS, and other NGO security personnel, etc.
· Support Security Focal Groups, ensure they have the knowledge and information to operate successfully, and ensure that all security incidents are reported on time.
· Coordinate the review, updating and implementation of the Concern Bangladesh Security Management Plan. 
· Monitor implementation of security operational plans and strategies and ensure all new staff receives thorough security briefings.
· Monitor the county context, develop and submit security sitreps as necessary.

People Management:
· Ensure all existing and new HR Policies are devised, implemented and reviewed in line with those issued by HQ and Bangladesh Labour Law.
· Advise the CMT on strategic HR issues, potential risks & management, taking the lead on key HR initiatives. 
· Ensure that HR procedures, including recruitment and performance management, are complied with by all staff and that managers receive the training and support they need to manage their teams appropriately.
· Provide support and supervision to teams regarding the use of complaints mechanisms and grievance and disciplinary procedures.
· Uphold scrupulously organisational values and comply with the Programme Participant Protection Policy and Associated Safeguarding policies including the Anti-Fraud and whistleblowing policy, and the anti-terrorism policy of Concern Worldwide, Bangladesh.
· Lead any salary and benefit review processes and manage the Health & Life Insurance provision for National Staff.
· Ensuring transparent and professional organisational Human Resources support which demonstrates equality, caring attitudes, fairness and integrity, creating a fair and efficient workplace, and open environment where staff feel safe, valued and respected.
· Ensuring adequate resources are available and are utilised for effective recruitment, development and retention strategies, including training and performance management enabling all staff to reach their full potential within the organization
· Provide leadership to operations department, manage direct reports effectively including quality PDR process
· Undertake specific training and capacity building for the operations team to ensure that staff efficiently perform their roles and responsibilities and are able to grow into roles, which are more senior.
· Ensuring Concern’s values and policy commitments, including accountability and equality, are reflected in the work of the operations team.

Administration:
· Oversee the maintenance and running of Concern’s premises (offices, stores and residences) ensuring that adequate supplies, staffing and support systems are in place.
· Ensure the leases for all premises are pro-actively managed and monitored.
· Take the lead on managing legal risks, ensuring compliance with relevant Bangladesh law in all contractual and taxation matters, liaising with the Concern legal advisor on all legal matters to ensure legal actions or court cases are dealt with promptly and efficiently.
· Ensure that all issues related to taxes and government authorisations (legal registration, etc.) are managed proactively.
· Ensure that clear procedures for national and international travel arrangements, including visas and work permits for international staff are in place and are understood and complied with by all staff. 

ICT Systems Support & Communications:
· Ensure Concern’s IT policy and procedures are in place and adhered to.
· Through the IT colleague, ensure provision of effective support enabling the smooth operation of ICT systems, and ensure that communication needs of all staff are met on a timely basis.
· Develop staff capacity to operate and manage IT systems.  
· Manage and follow up of internet contracts and payments.

Logistics & Supply Chain:
· Ensure that logistics & supply chain systems are carried out in a transparent and accountable manner in line with the organisational policies, accordance with Concern and Donor procedures and policies, ensuring value for money for the organisation and compliance with donor requirements.
· Support the team in rolling out the Procurement Manual, including training and follow-on support across all departments ensuring programme management are compliant with organisational procedure and donor regulations.
· Developing a multi-year plan for asset replacement (fleet and IT), managing the fixed asset register, ensuring all stores and assets are managed and accounted for in line with Concern and donor policies.
· Act as main liaison for international procurement, tendering and contracting with logistics in HQ, monitor and ensure follow up on process in efficient and timely manner. 

Government Relations:
· Ensure Concern’s work is in compliance with the regulations of the Government of Bangladesh, in particular related to different ministries, the NGO Affairs Bureau, National Board of Revenue, VISA offices, immigration, etc. 
· Ensure all reports and documentation are timely submitted to NGO Affairs Bureau and other relevant government offices such as DC offices, Special Branch (SB) and NSI
· Maintain relations with Government Officials, and in particular those at the NGO Affair Bureau to ensure compliance of all formalities for visitors/consultants to Bangladesh
· Ensure the compliance and requirement of NGO A/B in line with financial management, financial reporting and program reporting, auditing and risk management of the project and organization 
· Ensure all legal, contractual and statutory requirement activities for the organization progress within the framework and comply with the laws and legislation of the country

Budget Management:
· Ensure that annual support cost budgets are complete, realistic and comply with Concern and donor requirements, track related expenditure and take corrective measures for over/under expenditures
· Support the programme team in the preparation of proposals, ensuring consideration of realistic support costs.
· Identifying all donor-specific system requirements to ensure compliance 

Promote Localisation and support partners 
· Lead the design and implementation of partner capacity-strengthening plans across all operations functions, informed by partner assessments and monitoring findings, with a strong focus on localisation and sustainability.
· Ensure regular, high-quality supportive supervision of partners through direct engagement and by holding operations functional leads accountable for structured partner support at office and field levels.
· Provide timely, effective operational support to partners, proactively identifying and managing risks while strengthening partner systems and compliance capacity.
· Champion equitable, respectful, and accountable partnerships in line with Concern’s localisation commitments, and support the operations function and wider country team to embed these principles in ways of working.       

Safeguarding and other responsibilities:
· Ensure safeguarding-related activities such as staff capacity building, case management, coordination with the Safeguarding Advisor, engagement with the Dublin Safeguarding Team, and advising the Country Director as required
· Take active measures to address equality issues, particularly relating to gender in operational (e.g. HR) activities. 
· Continuing to build on best practice for CRM and Safeguarding
· Actively participate in any emergency response if necessary.
· Undertake other related duties as may reasonably be assigned by the Country Director.

Accountability 
· Promote and ensure compliance with the Core Humanitarian Standard (CHS) commitments and quality criteria 
· Ensure that all staff are familiar with the principles underpinning accountability, safeguarding and Concern's Complaints and Response Mechanism (CRM) and ensure that information about Concern's commitments on accountability and safeguarding are disseminated among programme participants and communities 
· Ensure that the CRM is functional, effectively implemented and accessible in all programmes' locations, enabling safe reporting of both programmatic and sensitive complaints, including safeguarding concerns 
· Ensure that complaints are welcomed, managed and responded to in a timely, fair and appropriate manner; ensure that sensitive complaints, including safeguarding concerns, are handled with utmost confidentiality and that the safety of the complainants and those affected is prioritised at all stages. 

Role Holder Requirements:
· Post graduate degree in Business Administration / Procurement / Human Resources or relevant discipline
· At least 10 years of professional work experience of which at least 05 years in a senior management position within an international development organization/INGO in a similar role.
· Demonstrable proven experience in HR, administration and logistics management, including procurement and fleet management.
· Proven experience in security management and working/living in security sensitive environments.
· Proven experience in capacity building, people management, and safeguarding and protection.
· Demonstrable excellent communication skills, with good spoken and written English.
· Proven experience in resource planning & budget management
· Experience of working in partnership with local and International NGOs and with consortium.
· Delegation, time management and prioritizing skills 
· Computer literate and good knowledge of Word and Excel.
· Empathy with Concern’s mission, vision and goals, and our target group 
· Overseas working experience in a similar role will be an added advantage.

Competencies:
As this is a key leadership position, potential candidates are expected to demonstrate significant ability in the following areas:

	Focusing on the most marginalised people 
	Communicating and influencing

	Managing risk
	Leading change

	Making decisions
	Driving performance

	Leading by example
	Removing barriers to delivery

	Motivating and developing
	



We encourage all eligible candidates, irrespective of gender, ethnicity or origin, disability, political beliefs, religious beliefs, sexual orientation, or socio-economic status to apply to become a part of the organisation. Concern is against all forms of discrimination and unequal power relations and is committed to promoting equality. 

If you have any concerns about our recruitment process and need particular assistance - for example if you have a disability e.g. a hearing impairment - please let us know and we will do our best to respond to your needs.  

Important information:
Concern has an organisational Code of Conduct with three Associated Policies: The Programme Participant Protection Policy, the Child Safeguarding Policy, and the Anti-Trafficking in Persons Policy accessible here. These have been developed to ensure the maximum protection of programme participants from exploitation, and to clarify the responsibilities of Concern staff, consultants, visitors to the programme and partner organisations, and the standards of behaviour expected of them. In this context, staff have a responsibility to the organisation to strive for, and maintain, the highest standards in their work, in accordance with Concern’s core values and mission. Any candidate offered a job with Concern Worldwide will be expected to sign the Concern Staff Code of Conduct and Associated Policies as an appendix to their contract of employment. By signing the Concern Code of Conduct, candidates acknowledge that they have understood the content of both the Concern Code of Conduct and the Associated Policies and agree to conduct themselves in accordance with the provisions of these policies. Additionally, Concern is committed to the safeguarding and protection of adults and children in our work. We will do everything possible to ensure that only those who are suitable to work or volunteer with adults and children are recruited by us for such roles. Consequently, working or volunteering with Concern may be subject to a range of vetting checks, including criminal background checking. 

During this job application, you will provide Concern with your personal data. Concern takes its responsibilities towards this personal data very seriously and is committed to complying with all relevant data protection legislation.  
	Line Manager’s name

	Signature

	
	Date  

	Employee’s name 
	Signature

	
	Date  
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