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	Job Title:
	Division:

	  Programme Adviser  - Safe Abortion Action Fund  - Fixed-term contract until December 2020
	Programmes  

	Location:
	Responsible to:
	Date:
	Rank: 

	London 
	Senior Programme Adviser, Safe Abortion Action Fund 
	November 2017
	4



1.	JOB PURPOSE

The Safe Abortion Action Fund (SAAF) is a multi-donor funding mechanism that aims at building a world where women’s rights to safe and legal abortion are established and protected, women are empowered to exercise these rights and their lives are saved. SAAF’s mission is to provide grants to local and grassroots organisations to build a vibrant civil society movement that works towards increasing access to safe abortion. 

The post holder’s role will be to support the effective implementation of the SAAF grants with responsibility for a portion of grantee reporting to SAAF, including ongoing project monitoring and coordination and provision of technical support when required. The post holder will also ensure the routine utilization of data for better programme and organizational management and regular monitoring and documentation of performance.

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 support the maintenance of a standardised review process for SAAF grantee reporting to be used by all SAAF team members. This will include the process for reviewing and commenting on narrative reports and entry of report data into the SAAF database
2. To be responsible for grantee reporting for a significant portion of SAAF grantees, including preparation of templates, conducting review using the standardised process, communication with grantees coordination of budget reviews by the SAAF finance team 

3. To coordinate provision of required technical support to grantees for project implementation and monitoring and evaluation, including identification of needs from grantee reports and communications, sourcing and management of consultants and arrangement of visits
4. To provide technical assistance to grantees for project implementation and monitoring and evaluation, including in-country visits and remote support (e.g. by designing and presenting online webinars)

5. To analyse and prepare summaries of projects reports, including documenting examples of best practice, tools and lessons learnt from the projects implementation to share with other grantees (e.g. via SAAF virtual community) and SAAF stakeholders (e.g. board, donors)

6. To lead the implementation of robust evaluation processes, with responsability over SAAF’s theory of change, logical framework, external evaluations and monitoring and evaluation plans as per donor specifications.

7. To lead on the organisation of technical support to SAAF grantees in relation to monitoring and evaluation (development of M&E plans and tools, data analysis and utilization for programme management and improvements.). 

8. To lead and support data management and analysis to assist in generating evidence for programmatic recommendations and strategic planning of the SAAF programme

9. To assist the Head, SAAF with donor engagement, including  reporting to existing donors and securing new funding from existing and new donors

10. To support the Head, SAAF with engagement with the SAAF board, including preparing and delivering presentations at board meetings and writing board reports and minutes

11.  To assist with the organisation of SAAF board meetings, grantee meetings and other SAAF events and visits as required
12. To keep up-to-date with relevant technical and other abortion-related knowledge.
13. To ensure gender is effectively mainstreamed within the remit of the post and in line with IPPF’s Gender Equality Policy.

14. To build and maintain positive relationships with all members of staff, and contacts within and outside the Federation.

15. 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.

16. To undertake any other reasonable duties as may be requested from time to time. 


3.	RESPONSIBILITIES

Describe:		a)	staff responsibilities carried out by the job holder.

The post holder will be required to supervise external consultants and temporary staff from time to time
		b)	financial responsibilities carried out by the job holder.

None

		c)	advisory responsibilities carried out by the job holder.

The post holder advises the SAAF Senior Programme Adviser, Head, SAAF and Director, Institutional Delivery on progress in relation to SAAF projects.  


PERSON SPECIFICATION

4.	EDUCATION & QUALIFICATIONS
Describe the likely educational/training background of the job holder.

·      Degree in a social science related subject or equivalent standard of education (post graduate qualifications desirable).

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

· Developed application in multi-country programme management in developing countries
· Developed application in the monitoring & evaluation of programmes, to include the design and implementation of evaluation strategies, and the development of monitoring and evaluation plans.  
· Experience in  implementing/monitoring sexual and reproductive health programmes . 
6. 	SKILLS
Detail the skills needed to do the job, including languages.

· Excellent project development and management skills. Qualification in project management desirable
· Excellent ability in monitoring and evaluation
· Excellent demonstrable interpersonal skills
· Excellent written communication skills to include writing, editing and proof reading, both hard copy and electronic for multiple audiences.  
· Ability to work both independently and as part of a team 
· Excellent organizational and time management skills to meet tight deadlines 
· Good people management skills to manage temporary staff and external consultants.
· Good research and strong analytical skills. 
· Good financial report skills
· Excellent IT skills. Experience managing information and documents on SharePoint sites and online forums desirable
· Fluent English essential; as is strong  working knowledge of  French and/or Spanish 


7.	PERSONAL COMPETENCE 

· Willing to travel internationally – about 35 days a year.
· Cultural sensitivity
· Supportive of a woman’s right to choose and to have access to safe abortion services.  This is an occupational requirement of this post, in accordance with Schedule 9 Part 3 of the Equality Act 2010.





