[image: ]








ROLE PROFILE
	Title:
	Project Manager

	Functional Area:
	Programme

	Reports to:
	Programme Manager-Ukhiya

	Location:
	Ukhiya
	Travel required:
	Yes

	Effective Date:
	November 2023
	Grade: 
	D1



role PURPOSE
Plan International is an independent development and humanitarian organization that advances children’s rights and equality for girls. Plan International envisages a world in which all children and young people realise their full potential, a vision now shared by the 193 Heads of State and Government who adopted the 2030 Agenda for Sustainable Development in September 2015. 

The " 2023 JPF Adolescents and Youth Education Support for Forcibly Displaced Myanmar Nationals and Host Community Residents in Cox’s Bazar, Bangladesh" project funded by Japan Platform Fund (JPF) is a collaborative effort between Plan International Bangladesh and Jagarani Chakra Foundation (JCF). The project aims to extend support to displaced and vulnerable Rohingya adolescents and young people in Cox’s Bazar (Specially at Ukhiya) through educational opportunities in the form of Functional Literacy and Numeracy education support and strengthen institutional capacity of host community primary school to ensure child friendly environment in schools.  
The Project Manager will have overall responsibility for managing the Youth and Adolescents Education Support in Cox's Bazar projectfunded by JPF. The primary focus will be to ensure compliance with Plan International's finance and accounting policies while effectively delivering on project commitments and reporting to donors. In addition, theProject Manager will oversee the local implementing partner organization, providing necessary support and building their capacity for successful project implementation.

Collaboration and coordination will be essential in this role. The Project Manager will work closely with the EiE technical lead, EiE Technical Advisor, Technical Specialists, M&E Specialist, and other relevant departments within Plan International Bangladesh, as well as with the project implementing partner JCF.

Ensuring adherence to global/organizational emergency response standards and donors' compliance requirements will be a key responsibility. The Project Manager will establish and maintain a functional project monitoring mechanism to ensure high-quality implementation and accountability.

Dimensions of the Role
· Leads, manages and responsible for implementation of project activities and responsible for the achievement of the project outcomes;
· [bookmark: _GoBack]The project manager will deal with approximately 2,60,000 Euros over one years’ time. 
· Directly supervise staff for delivering the project and ensure quality implementation of project activities.
· Prepare progress reports as per Detailed Implementation Plan and provide updated information when needed. 
· Closely coordinate with the implementing partner and provide day to day supports to partner organization for overall implementation under JPF funding;
· Ensure the review and timely dissemination of high quality, analytical reports;
· Facilitates all the GoB approvals required for the project with support from the partner NGO.
· Represents Plan International Bangladesh in relevant government ministries and agencies, forums and networks and donor agencies at Upazila level related to this project. He/she may also need to present the project approaches and outcomes at Cox’s Bazar or national levels. 

Accountabilities
Effectively manage the JFP funded project by developing an appropriate project implementation plan.
· Lead and manage the implementation of a JPF funded project, with a special focus on education for the Youth and Adolescents in both Rohingya camps and the host community in Cox’s Bazar.
· Collaborate with the Program Manager-Ukhiya, EiE technical team, and the implementing partner to develop quarterly and monthly activity plans based on the Detailed Implementation Plan (DIP).
· Take responsibility for budget management, ensuring 100% utilization rate of project funds, and provide support to the partner's project lead in financial matters.
· Ensure timely delivery of project activities within the allocated budget and in accordance with donor requirements. Regularly track progress and expenditure, and communicate updates, priorities, and constraints to the relevant stakeholders, including the implementing partner.
· Identify project challenges and implement corrective measures to enhance project performance.
· Provide support to the PMERL team in conducting various studies, surveys, and evaluations.
· Collaborate closely with internal departments such as HR, Finance, Admin, and Logistics to ensure adequate resources for projects and the smooth execution of project activities.
· Offer support in the development and review of guidelines and manuals mentioned in the project proposal to facilitate seamless operations.
· Work closely with Plan International's EiE technical team to ensure the implementation of project activities adheres to high-quality standards, supported by evidence, and maintains effective communication protocols.

Ensure effective coordination between PIB (Plan International Bangladesh) and the partner organization to achieve the objectives of the project.
· Conduct monthly/quarterly review and coordination meetings with the Implementing Partner to ensure that all aspects of grants management and internal coordination apply to the Partner as well.
· Provide necessary support to the implementing partner to enhance project management and implementation effectiveness.
· Assist the implementing partner in ensuring timely delivery of program activities with a focus on maximizing quality output. Take proactive initiatives for building the capacity of the partner organization.
· Foster and maintain strong coordination and collaboration with the consortium partner, offering necessary support. Facilitate communication with other consortium partners to explore potential opportunities for collaboration.
· Support the implementing partner in organizing and conducting meetings, training sessions, and workshops with government officials and other stakeholders, emphasizing quality delivery.
· Offer technical assistance to the partners in processing purchase orders, maintaining records, and tracking them with relevant departments. Ensure timely completion and effective communication with field partners or team members.
·  Facilitate internal communication with HR, Finance, and other support services to ensure the smooth operation of the project.
· Provide technical support to help the partner organization adopt the Child Safeguarding Policy and ensure adherence to gender equality principles.

Administrative and financial management
· Facilitate the preparation of FD-6, FD-7 & FC-1 documents with the assistance of a Government Liaison Specialist, and initiate the certification process with local authorities while maintaining contact with relevant government authorities at the upazila level.
· Develop a costed work plan and share it with the team, providing support to adjust the budget based on the detailed implementation plan and coordinated action plan.
· Support implementing partners to ensure the full utilization of the budget.
· Handle all field-related expenditures and payments in accordance with the activity line, budget, and code.
· Ensure proper and efficient financial management in the project, adhering to both Plan and donor policies and standards.
· Monitor the project budget utilization on a monthly basis through the analysis of BvA (Budget vs. Actuals).
· Facilitate the timely disbursement of funds to project partners and monitor that project funds are spent correctly and in alignment with the work plan.

Capacity Building
·  Assisting Technical Specialists in organizing and conducting capacity-building training for project staff with guidance from the EiE technical team.
· Supporting the development of training materials and tools to enhance the delivery of an inclusive and gender-responsive education program, in coordination with the Gender Specialist.
· Conducting monthly project staff meetings and incorporating regular capacity-building sessions for the staff.
· Initiating the staff capacity-building process based on the BCO training calendar and needs assessment, while also providing support to the technical team in facilitating the training sessions.
· Participating in monthly one-on-one meetings with the Program Manager to review the Monthly Action Plan (MAP).

Monitoring, Evaluation, Research and Learning (MER&L)
· Regularly visit project sites to oversee and monitor project activities in both camps and host communities, providing necessary support as needed.
· Monitor the progress of the project, ensuring the implementation of appropriate tools, monitoring frameworks, and methods to measure impact and results, while aligning with reporting requirements.
· Prepare timely monthly/quarterly financial and narrative reports, adhering to the guidelines set by Plan, donors, and the government, with assistance from M&E specialists and the technical team.
· Assist in developing gender-sensitive responses to education concerns, including identifying children without access to education and creating reintegration plans for them.
· Support the reporting of significant issues related to education and protection.
· Ensure the prompt and thorough implementation of quality and accountability mechanisms.
· Document best practices, success stories, and challenges, while promoting opportunities for shared learning within and across teams.

Coordination and External Representation
· Maintain regular communication and coordination with the Local Implementing Partner, following the guidance provided by the Program Manager and PIB's technical team. This includes ensuring quality technical input, program implementation, monitoring, expenditure reporting, and compliance with donor requirements.
· Participate in Bi-Monthly Meetings at Ukhiya with the technical team to review the Comprehensive Action Plan (CAP) and ensure it remains up to date.
· Take responsibility for attending and conducting the weekly all-staff meeting, which typically lasts for two hours.
· Provide support across project teams as needed, promoting effective coordination and collaboration between different teams.
· Act as a representative of Plan in various coordination forums and other meetings, including those with camp and local education officials.
· Develop and maintain relationships with government officials at the district and Upazila levels, as well as with Community Implementation Committees (CICs).

Donor Compliance, Reporting and Grants Management:
· Prepare monthly reports and collaborate with the Program Manager to ensure coordinated inputs, resulting in high-quality and timely submissions. Adhere to the agreed-upon deadlines to send the reports for review and sign-off by the technical team.
· Upon review by the Program Manager and the technical team, submit the project reports to the Grants Focal at BCO and address any questions or comments raised by grants/donors regarding the reports.
· Share the approved reports with the Grants Team, copying the Program Manager and Head of CXB and CHT Programme.
· Collaborate closely with the Program Manager to provide written justifications for any deviations from the agreed-upon project document. Communicate these requests to the BCO Grants team before implementing any deviations.

Plan policies and procedures (applicable for all roles):
Ensures that Plan International’s global policies for Safeguarding Children and Young People and Gender Equality and Inclusion are fully embedded in accordance with the principles and requirements of the policy including relevant Implementation Standards and Guidelines as applicable to their area of responsibility. This includes, but is not limited to, ensuring staff and associates are aware of and understand their responsibilities under these policies and Plan International’s Code of Conduct (CoC), their relevance to their area of work, and that concerns are reported and managed in accordance with the appropriate procedures

Key relationships
Internal Contact
	Position
	Reasons for contact
	Level
(high, medium, low)

	Program Manager-Ukhiya
	Direct line Manager
	H

	EiE Technical Lead
	Technical guidance
	H

	EiE Technical advisor and Specialist
	Technical guidance
	H

	Head of division, Cox’s & CHT Programme
	Strategic guidance
	M

	Support function & Finance
	Timely procurement, Budget planning, expenditure and compliances
	M

	Business development Team
	Donor communications
	M



External Contact
	Position
	Reasons for contact
	Level
(high, medium, low)

	Relevant government representatives (CiC, UNO)
	Government approvals
	H

	Partner NGO
	Project implementation
	H

	National/Local NGO and CSO
	Networking, advocacy
	M

	Plan International National Offices
	Queries at implementation, reporting and compliance
	 M

	Education sector
	Strategic guidance 
	M



Technical expertise, skills and knowledge

Essential
· Minimum Master’s degree in Education, Social Sciences or related fields. 
· Good knowledge and understanding of Do No Harm principles and other humanitarian standards, including INEE minimum standards.
· Minimum 7-8 years of experience (at least 5 years in a managerial role) in education and Child protection sector having knowledge and understanding of key EiE, CPiE issues, and livelihood. 
· Well planned, organized and comfortable to lead on project implementation and demonstrates initiative in problem-solving and decision making. 
· Ability to communicate clearly and sensitively with internal and external stakeholders as a representative of Plan. This includes effective negotiation and representation skills
· Strong leadership skills, able to support and train staff and to work with disaster affected communities in a sensitive and participatory manner
· Experience of designing and delivering training/workshops and other capacity building initiatives with a variety of audiences
· A positive and friendly personality who collaborates well with others, works with trustworthiness and integrity and has a clear commitment to Plan's core values and humanitarian principles
· Strong project and partner management, budget management and analysis skills and proficiency in Microsoft Excel, Word and power-point. 
· Demonstrates awareness and sensitivity to gender and diversity. Has experience and the ability to live and work in diverse cultural contexts in a culturally appropriate manner. Has a capacity to make accurate self-assessment particularly in high stress and high security contexts
· An understanding of child safeguarding and equality for girls
· Fluency in English and Bangla (both reading and writing)
· Ability to prepare donor reports independently. 

Desirable 
· Prior experience of working in greater Chottogram Division
· Knowledge of Chittagonian or Rohingya language
· Experience in humanitarian settings, particularly with refugees or IDPs
· Experience of conducting education and CP needs assessments
· Knowledge of Plan policies and procedures, Sphere and the Red Cross/NGO Code of Conduct
· Experience in managing humanitarian projects in EiE or CPiE 

PLAN INTERNATIONAL’S VALUES IN PRACTICE
We are open and accountable
We create a climate of trust inside and outside the organisation by being open, honest and transparent. We hold ourselves and others to account for the decisions we make and for our impact on others, while doing what we say we will do.
We strive for lasting impact
We strive to achieve significant and lasting impact on the lives of children and young people, and to secure equality for girls. We challenge ourselves to be bold, courageous, responsive, focused and innovative.
We work well together
We succeed by working effectively with others, inside and outside the organisation, including our sponsors and donors. We actively support our colleagues, helping them to achieve their goals. We come together to create and implement solutions in our teams, across Plan International, with children, girls, young people, communities and our partners.
We are inclusive and empowering
We respect all people, appreciate differences and challenge inequality in our programmes and our workplace. We support children, girls and young people to increase their confidence and to change their own lives. We empower our staff to give their best and develop their potential.
Physical Environment
[bookmark: _Hlk75879122]The incumbent will be based at Ukhiya field office.  S/he needs to make extensive travel to programme areas including but not limiting to project locations both camp & host communities and some time it may require country travel and international travel. The estimated travel time will be 40% of total time across projects locations. 
Level of contact with children

Mid contact: Occasional interaction with children 


Plan International LOCATION-TITLE-STATUS-CONFIDENTIALITY-LANGUAGE-DATE
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