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	Job Title:
	Division:

	Organizational Learning Adviser
	Performance

	Location:
	Responsible to:
	Date:

	London
	Director, Organizational Learning and Evaluation (OLE)
	June 2016



1.	JOB PURPOSE
Describe why the job exists.

To develop and coordinate IPPF’s Organizational Learning Strategy to promote a culture of continuous improvement, reflective practice, adaptive programming and maximum impact at all levels of the Federation

2.	KEY TASKS
Describe the main activities undertaken by the job holder.  The list need not be exhaustive, but should reflect the most important features of the job.

1. To provide technical advice, support and training to the IPPF Secretariat and Member Associations on organizational learning

2. To develop, implement and support processes and channels that connect people, enable effective knowledge sharing, encourage and enable staff to work more effectively, and encourage reflective practice and improved performance

3. To support teams to turn lessons identified into lessons learned, and to share learning within IPPF and exterally

4. To support organizational learning initiatives across IPPF’s global network (especially laterally between Member Associations and between Regional Offices), to ensure that learning supports the ongoing improvement and effectiveness of IPPF’s work.

5. To monitor global South-to-South learning activities, document their impact and build an evidence base of the effectiveness of this approach

6. To develop technical guides that support organizational learning

7. To identify gaps in knowledge management and organizational learning and support  teams to address them

8. To monitor, review and update the Organizational Learning Principles

9. To lead in the production of IPPF’s Annual Performance Report and At a glance, including writing/editing, design and production in consultation with staff from Member Associations, and Regional and Central Offices.

10. To support the use of IPPF’s knowledge management systems, and liaise with expert/s responsible for their development and maintenance.		
11. To support Resource Mobilization and New Business Development by contributing to proposal development and donor reporting in the area of organizational learning.

12. To conduct rapid PEER (Participatory Ethnograhpic Evaluation and Research) reviews, train others on the methodology and provide support to colleagues implementing the reviews.

13. To write case studies based on qualitative data generated during PEER reviews and publish on IPPF’s website (Changing Lives series).

14. To lead on the annual cleaning and analysis of Member Association advocacy data.

15. To develop strategic and collaborative relationships internally and externally with a focus on continuous improvement, including identifying new ways of working

16. To represent IPPF in meetings with external organizations on organizational learning, and to bring external learning into IPPF.

17. To lead IPPF’s Organizational Learning Focal Point Group to implement the Federation’s Organizational Learning Principles.

18. To participate, as appropriate, in the IPPF Evaluation Focal Point Group.

19. To become familiar with the Federation’s Health and Safety Programme and Guidelines for using Visual Display Units. To do everything possible to ensure a healthy and safe working environment, including following instructions and guidance.

20. To ensure gender is effectively mainstreamed within the remit of the post and in line with IPPF’s Gender Equality Policy.

21. To undertake any other relevant duties as may be requested by the Senior Adviser of OLE.

3.	RESPONSIBILITIES
Describe:	a)	staff responsibilities carried out by the job holder.
Supervises external consultants and temporary staff as required.

	b)	financial responsibilities carried out by the job holder.
None.

	c)	advisory responsibilities carried out by the job holder.
Advises Director, OLE, and other middle and senior managers at Central Office, Regional Offices and Member Associations.
Advises Director, Performance Division, as necessary.
	
4.	EDUCATION & QUALIFICATIONS
Describe the likely educational/training background of the job holder.
	
Graduate, preferably to Masters level, in the field of social sciences, development or health, or have an equivalent standard of education.

5.	PROVEN ABILITY
Describe the minimum level of professional experience required to do the job.

· Advanced application working on organizational learning initiatives.  
· Demonstrable experience of how people, processes and technology combine to create effective knowledge management practices in organizations.
· Advanced application in production and publication of reports (such as organizational annual performance reports) to include coordination with multiple contributors/writers, and working directly with a design team.
· Knowledge of sexual and reproductive health issues desirable.
· Demonstrable experience managing aknowledge management platform desirable.
· Demonstrable experience using desktop publishing software to produce publications essential.  Experience with Adobe InDesign desirable.
· Demonstrable experience managing own learning and development – on the job and off the job.

6. 	SKILLS
Detail the skills needed to do the job, including languages.

· Excellent verbal and written communication. 
· Strong editorial skills.
· Excellent facilitation skills.
· Excellent training/coaching skills.
· Excellent interpersonal skills, the ability to build consensus, strategic alliances and partnerships.
· Strong skills in SharePoint, or other knowledge management platform desirable.
· Good skills using Adobe InDesign desirable.
· Strong reflective and analytical skills. Ability to extract pertinent information.
· Good IT skills to include databases and intranets.
· Excellent time management and organizational skills to meet tight deadlines.
· The ability to work both independently and flexibly as a team member.
· Fluent English essential, knowledge of Spanish or French desirable.

7.	PERSONAL COMPETENCE
Describe the characteristics of effective job performance, eg. sound judgement, ability to maintain confidentiality.

· Willingness to travel internationally - approximately 20 days a year.
· Ability to work with people from different backgrounds.
· A strong commitment to social justice.

Signed: 			Date: 	
	Job Holder



Signed: 			Date: 		
	Supervisor



Signed: 			Date: 		
	Next Highest Authority




