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JOB DESCRIPTION

	Job Title:
	Division:

	Programme Adviser, Humanitarian 
	Programmes 

	Location:
	Responsible to:
	Date:

	Suva
	Humanitarian Deputy Director (Pacific) 
	Nov 2019


1.
THE ORGANISATION

The International Planned Parenthood Federation (IPPF) is a leading global service provider and advocate of sexual and reproductive health and rights for all. A federation of 152 Member Associations, IPPF works in 172 countries and maintains more than 45,000 service delivery points worldwide. IPPF aims to ensure that all people are free to make choices about their sexuality and well-being, in a world free of discrimination.  

2. 
THE ROLE
The IPPF Humanitarian programme aims to ensure access to life-saving Sexual and Reproductive Health and Rights (SRHR) services during emergencies. The function of this role is to manage and coordinate the current DFAT (2017-2019 & Costed Extension 2020-2021)
 and MFAT (2019 – 2021)
 funded projects implemented under the umbrella of the IPPF’s Humanitarian Programme in the Pacific. The primary responsibility is to support the IPPF Humanitarian Deputy Director and the Pacific Humanitarian team in managing all the reporting and contractual obligations of the projects. This position also requires coordination with the Bangkok-based Humanitarian Hub and in particular the SPRINT 3 Manager.
3.
KEY TASKS

Project Management

· Develop, with the Humanitarian team, the annual SPRINT III & SRHiE Pacific work plans and budgets
 for the hub level and individual countries.
· Manage the SPRINT III & SRHiE Pacific programmes through monitoring and adhering to the annual work plans and budgets of the IPPF Pacific Humanitarian Hub and Member Associations (MAs).

· Provide updates and coordinate all SPRINT related programme management activities with the SPRINT III Manager based in Bangkok.

· Oversee compliance with DFAT, MFAT and IPPF policies and requirements, and ensure the projects meet all contractual obligations in line with their grant agreements.
· Review proposals, project and financial reports related to SPRINT III & SRHiE Pacific and provide feedback to MAs especially during humanitarian crisis.
· Prepare and submit high-quality project narrative and financial reports to donors including emergency response reports for Pacific Island Countries.
· Provide updates to the Senior Programme Manager (Development) and identify ways to streamline humanitarian and development programme activities, budgets and grants management across departments.
· Support humanitarian programme advisers to conduct project reviews and evaluations, resource mobilisation, monitoring & evaluation, research, advocacy and inclusion activities.
· Respond to requests for information from DFAT & MFAT and share key information with them as required.

· Coordinate and advise IPPF Finance department on Pacific Humanitarian related funding, budget, and sub-grants.

· Deploy up to 10% of the time to coordinate support to field operations supported by SPRINT III & SRHiE Pacific sometimes at short notice to emergency response locations. 

Stakeholder Relations

· Coordinate and liaise with the SPRINT III Manager based in Bangkok. 

· Build and maintain positive working relationships with all members of staff and volunteers of MAs and key contacts both within and outside the Federation, including DFAT, MFAT and other relevant stakeholders.
· Liaise with Central Office Institutional Delivery and Project Management teams to provide updates on SPRINT and SRHiEP projects. 
· Lead day to day relationship management with MFAT for the SRHiEP project.
· Prepare updates and share information about SPRINT III & SRHiE-Pacific activities with other colleagues and relevant internal or external stakeholders. 

· Support in the promotion of SPRINT & SRHiE-Pacific and advocate for SRH services for crisis-affected populations in the Pacific region via participation at selected conferences, meetings, trainings, media events etc. 

· Prepare concept notes and papers about SPRINT III & SRHiE-Pacific to be presented at national, regional and international fora and working groups.
· Lead activities and collaborate with Communications Advisor to highlight SPRINT and SRHiEP work to external key stakeholders.
Technical Assistance
· Support Humanitarian Team and MA staff and volunteers to implement SPRINT III & SRHiE-Pacific project activities in-line with IPPF, DFAT and MFAT policy and procedures including workplan development, proposal writing, and other programmatic activities. 

· Work with the Bangkok-based M&E advisor and Sub-Regional Office of the Pacific (SROP) M&E officer to ensure all monitoring and evaluation of SPRINT III & SRHiE-Pacific aligns with IPPF, DFAT and MFAT requirements.

· Provide technical assistance to country programmes to prepare and develop appropriate plans, budgets and quality reports, in line with IPPF, DFAT and MFAT requirements.
· Work with the Pacific development program management team to integrate humanitarian processes and scale up and expand opportunities for alignment.
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, users, stakeholders and contacts within and outside the Federation.
· To become familiar with the Federation’s Health and Safety Programme and Guidelines to ensure a healthy and safe working environment, including following instructions and guidance.

· 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.

Coordinate inputs of Pacific Humanitarian staff and Member Associations to ensure all the information required to report on time is collected, reviewed and utilised to put together high-quality reports that demonstrate SPRINT III & SRHiE-Pacific impact.


b)
financial responsibilities carried out by the job holder.

· Participate in the annual budget preparation; and, working with the Finance Officer and Deputy Director (Pacific), ensure actual expenditure occurs in line with the annual budget. 



c)
advisory responsibilities carried out by the job holder.

· Support the Pacific Humanitarian Team and Member Associations staff and volunteers to understand the key project deliverables for effective implementation of the SPRINT III & SRHiE-Pacific Programmes.
PERSON SPECIFICATION

4.
EDUCATION & QUALIFICATIONS 
· Graduate qualification in international development, public health or a related field.
5.
PROVEN ABILITY

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

· Advanced experience working in project management in international development, humanitarian or health programmes. 

· Experience in managing large, multi-year and multi-country projects with numerous stakeholders under rigorous deadlines (required).
· Significant experience managing donor relationships throughout the project cycle, including meeting contractual requirements, and understanding donor policies and guidelines (DFAT and MFAT preferred; others considered).
· Experience working to donor government contract requirements, policies and guidelines (DFAT and MFAT preferred; others considered).

· Experience working in the Pacific Islands region.
· Practical knowledge and understanding of international humanitarian aid systems and agencies.
· Knowledge of sexual and reproductive health care (desired). 
· Knowledge of Monitoring and evaluation for results (desired).
· Substantial understanding or proven experience of security, risk and fraud management issues.
6.
SKILLS
· Strong written and verbal communications, including negotiation, influencing and cross-cultural skills.

· Advanced project management, financial management, analytical and problem-solving skills, including the ability to think creatively and suggest alternatives.
· Strong organisational, administrative and time management skills. 

· Proven relationship building skills and ability to work collaboratively and effectively in cross-cultural settings, and with a wide variety of stakeholders. 

· Strong attention to detail and follow-up. 

· Advanced computing skills in MS Office Suite (Word, Excel, PowerPoint, Outlook).

· Capacity and willingness to collaborate and be flexible in difficult and sometimes insecure working circumstances.

· Able to work independently and be self-motivated in defining goals and objectives, while also working collaboratively in a team across disciplines and cultures.
7.
PERSONAL COMPETENCE
In addition to the above, the following characteristics are also required for this post. 
· Integrity

· International profile, with established connections to relevant SRH/humanitarian stakeholders and in particular in the Pacific region.
· Willingness to travel extensively and at short notice, up to 10% of the time overall. 

· 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.

� Known as SPRINT III – supporting work in PNG, Solomon Islands, Vanuatu, Fiji, Samoa & Tonga 


� Known as SRHiE – Pacific - supporting work in Kiribati, Tuvalu and Cook Islands.  


� SPRINT III is a global funded project including a team in Bangkok and 8 priority MAs in the Asia region in addition to the 6 priority Pacific MAs. There is a Bangkok-based SPRINT 3 Manager who is responsible for the overall project management of the SPRINT 3 programme and Asia countries. 





