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1.	JOB PURPOSE

To support the implementation of the ACCESS project with responsibility for ensuring donor compliance in project documentation and processes and support the implementation of project activities by IPPF Member Associations and Consortium partners. 

The ACCESS Consortium aims to produce a set of scalable, evidence-based, participatory approaches that support and engage marginalised and under-served populations in complex and challenging environments to claim and access comprehensive SRH information and services. The ACCESS Consortium will work to bridge the humanitarian-development continuum, working with the most marginalised communities in complex and challenging environments to build their overall SRHR resilience and crisis response while simultaneously addressing their SRHR development needs.

This position is conditional on restricted funding, which has yet to be confirmed.

2.      KEY TASKS         


1. Support the programme team in the development and execution of consortium and country-level workplans.

2. Review project reports from countries as requested and under the supervision of the ACCESS Programme Manager.

3. Provide knowledge management related support to ACCESS programme team, including support for documentation and managing the electronic file system using SharePoint and NetSuite.

4. Assist in programme management related tasks using the NetSuite programme management tool

5. Support the sub-grant process with Member Associations other partners under the supervision of the ACCESS Programme Manager and in collaboration with programmes and finance. 

6. Develop and manage the Programme tracker, ensure that it is updated, and all team members are aware of dependencies, constraints and risks round programme delivery.

7. Maintain relationships with Member Associations and manage reporting schedules and reviews.

8. Undertake research both on the web and in collaboration with other teams including Regional Offices and Member Associations as required to support effective programme delivery.

9. Ensure preparation of good quality presentations power-points, manuals etc as required (technical content to be provided by relevant team members).

10. Manage programmatic logistics including travel, visa, workshops, translation and interpretation services etc.

11. Draft and edit a range of documents including reports on activities, reports for the donor, proposals and project guidelines in line with donor requirements; collate and prepare written materials in good English. 

12.  Analyse materials and prepare summaries of project reports, including tables and graphs to monitor programme performance.
 
13. Document examples of best practices, lessons learnt from project implementation and examples of data-driven decisions taken by participating MAs.
14. To meet guests and visitors and provide reception cover as necessary. 
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 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 reasonable duties as may be requested from time to time. 


3.   RESPONSIBILITIES

· The post holder does not have direct responsibility for staff but will have occasional responsibility for supervision of the work of temporary staff.
· The post holder does not have direct responsibility for financial resources but monitors budget as required.
· The post holder updates the project team, IPPF Regional Offices, project partners and the donor as appropriate.


4. GENERAL 

· To ensure gender is effectively mainstreamed within the remit of the post and in line with IPPF’s Gender Equality Policy.
· To build and maintain positive relationships with all members of staff, and contacts within and outside the Federation.   In particular relationships with the Treasurer, Audit Committee and representatives of donor organisations.
· 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. 
· To take collective responsibility for safeguarding
· To undertake any other reasonable duties as may be requested from time to time.

PERSON SPECIFICATION

1. EDUCATION & QUALIFICATION

· Degree in relevant areas such as public health, social sciences, international development etc

2. PROVEN ABILITY

· Developed application in project co-ordination and administration. 
· Experience of supporting restricted funded projects desirable. 
· Knowledge of sexual and reproductive health and rights desirable.

3. SKILLS
· Excellent interpersonal skills – tactful and diplomatic.  Must be a team player, level-headed and flexible – remains calm and focused in testing situations.
· Excellent writing skills – ability to write to a variety of audiences and to donor guidelines.
· Excellent time management and organisational skills; capacity to re-prioritise and meet tight deadlines.
· Ability to take initiative and work autonomously.
· Good analytical skills to produce background data analysis and briefings.
· Excellent IT skills to include Microsoft Office programs.
· Fluent English essential. Knowledge of French desirable.


4. PERSONAL COMPETENCE 

· Cultural sensitivity 
· Willing to travel internationally – up to 20 days each year.
· 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.
· Awareness of and sensitivity to the multi-cultural and diverse environment in which IPPF operates.
· Integrity and ability to maintain confidentiality at all times.
· Understanding of and a commitment to safeguarding including child protection, in a local and international context.
· Supportive of a woman’s right to choose and to have access to safe abortion services.


