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	Job Title:
	Division:

	Director, Knowledge Information Systems and Technology
	Performance

	Location:
	Responsible to:
	Date:
	Rank:

	London 
	Director, Performance Division
	June 2018
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1. JOB PURPOSE

Describe why the job exists.

To provide global leadership, innovation and direction in the development and implementation of organizational ICT strategy in support of organizational business objectives in the fast-paced and changing business environment.  
To be the thought leader in and advise the organisation on how to use cutting-edge technology to drive the organisation’s efficiency and competitiveness across all facets of the Secretariat, optimising and prioritising the Secretariat’s investment in information and communications technology. To achieve the organisation’s strategic aims and plan, enabling collaboration across the Secretariat.
To ensure planning and delivery, based on IPPF’s strategic plan, of priorities around information needs; business related processes; integration requirements, and implementation of the enterprise IT system.  This is so to improve efficiency, integration, collaboration and cost efficiency in consultation and response to organisational needs.
Responsible for the full range of information and communications systems (ICT) across the Secretariat including the life cycle and budgets of computer equipment, software, voice communications, digital systems, security systems and knowledge management systems.

2. KEY TASKS

The key tasks of the Director KIST include:
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.

Strategic Direction
1. Lead the design, development and implementation of a multi-year fit-for-purpose plan for information and communications technology (ICT) that will support the achievement of the IPPF’s strategic objectives, building consensus across the Secretariat.

2. Advise Directors’ Leadership Team on strategic systems issues and opportunities in support of IPPF’s organisational objectives. 
Delivery

3. Actively engage and collaborate with colleagues across the Federation, including Central Office (CO), Regional Offices (ROs) and Member Associations (MAs) ensuring user requirements are captured, are part of the design of the multi-year ICT/knowledge management operational plan and are aligned with strategic priorities.

4. Proactively evaluate emerging technologies for assimilation, integration and/or introduction within the Secretariat to optimise organizational effectiveness and oversee requirements capture, development, design and implementation and/or changes to new or existing computer systems and software packages.
5. Develop, implement, collect and facilitate sharing of best practice, policies and procedures for ICT, including service desks, systems, IT, project and vendor management. 

6. Advise and guide managers and staff across the Secretariat in the efficient and effective delivery of ICT and automated workflow.

7. Regularly review and ensure effective implementation of business continuity and disaster recovery plans.
8. Leads on the due diligence, review and approval of major contracts for information and communications technology services and equipment. 

Leadership and Communication
9. Lead the Knowledge Information Systems and Technology team at the Central Office, manage the team and ensure development and capacity building of staff in the Secretariat.

10. Collaborate and communicate with key stakeholders across the Secretariat, developing effective communications and engagement strategies in Knowledge Information Systems and Technology.
Quality and learning
11. Review all information needs and business processes of teams to streamline and integrate current financial and non-financial workflows;   knowledge sharing capabilities automation and enhancement, including, but not limited to, systems that support restricted project management, procurement/supplies management, resource development, donor data management, financial management and performance data warehousing and analytics. 

12. Oversee ongoing improvements and the feasibility of system enhancements. 

13. Ensure the security, privacy and high availability of the information systems, data, communication lines, and equipment. Recommend and implement security systems. 

14. Coordinate, across the Secretariat, and share best practices and standards.
General
15. To ensure gender is effectively mainstreamed within the remit of the post and in line with IPPF’s Gender Equality Policy.
16. To build and maintain positive relationships with all members of staff, and contacts both within and outside the Federation.

17. 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.

18. To undertake any other relevant duties as may be requested from time to time.
3. RESPONSIBILITIES

Describe:

a) staff responsibilities carried out by the job holder.
The post has direct responsibility for staff in the Knowledge Information Systems and Technology Team and matrix management of Secretariat KIS and IT staff.
b)
Financial responsibilities carried out by the job holder.
The Director has responsibility for drawing up the annual Knowledge Information Systems and Technology budget and for coordinating the delivery of the information systems and technology plan within the agreed budget across the Secretariat.
c) advisory responsibilities carried out by the job holder.
The Director is responsible for advising senior management and team directors across the Secretariat on the best use of ICT in relation to IPPF’s strategic aims and plans.
PERSON SPECIFICATION
4. EDUCATION & QUALIFICATIONS
Describe the likely educational/training background of the job holder.

Educated to degree level in information technology, business management or a related field; Master’s Degree in related field is desirable .  IT project management and ITIL certification an advantage

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

· Significant experience in a senior-level information technology leadership and management position 

· Significant experience of strategic IT programme development, implementation, and management of large scale ICT contracts and change management

· Experience in leading and motivating teams including global and remote teams
· Knowledge of information technology computer systems and software; and the ability to manage information technology operations, development and implementation

· Experience of working in an international development organisation across multiple regions/countries 
· Experience of health informatics strongly preferred.
6. SKILLS
Detail the skills needed to do the job, including languages.
· Excellent leadership and people management skills to co-ordinate and motivate remote and global teams.

· Excellent analytical skills to identify and present relevant information to senior decision makers
· Strong project management skills including time management skills and a confident, proactive approach to problem solving.

· Exceptional team and consensus building skills

· Excellent interpersonal skills including the ability to use sound judgment, initiative and be accountable 

· Excellent contracting, and negotiating skills

· Strong written and verbal communication in English skills with the ability to interact effectively with employees at all levels of the organisation. At least working knowledge of Arabic, French or Spanish preferred
· Sound budgeting skills and financial astuteness
7. PERSONAL COMPETENCE
Describe the characteristics of effective job performance, eg. Sound judgement, ability to maintain confidentiality.

· A commitment to the mission, values and culture of IPPF

· Ability to maintain appropriate level of information sharing/confidentiality to protect IPPF’s commercial interests.

· Willing to travel internationally approximately 40 days a year.
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