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JOB DESCRIPTION

	Job Title:
	Division:

	Chief, Australia and New Zealand Office 
	External Relations 

	Location:
	Responsible to:
	Date:

	Melbourne, Australia
	Director, Strategic Partnerships and Development
	May 2020


JOB PURPOSE

Overall objective: Position IPPF and its Member Associations as leading players in the sexual and reproductive health and rights sector in the Asia Pacific region, fostering new partnerships and income generation opportunities. To enable this:
· Increase IPPF’s profile and engagement with government, civil servants, parliamentarians, and the public in Australia and New Zealand. 

· Increase and diversify IPPF’s income from private and public sources in Australia and New Zealand, particularly from DFAT and MFAT. 
· Lead the development of external communications and policy advocacy materials for dissemination across external stakeholder networks, including the Australian Parliament, DFAT, and MFAT.
· Provide capacity building to IPPF Regional Offices and Member Associations as required globally on resource mobilisation and new business development.

KEY TASKS
i) Donor engagement:

1. Lead and support donor engagement initiatives in the region, with a particular focus on DFAT and MFAT. This will include:
a. Attending high level forums and meetings with donors and acting as a spokesperson for IPPF. 
b. Providing donor background briefings and technical support to IPPF Member Associations, enabling Member Associations to foster strong working relationships with donors and position their organisations for further funding. 
c. Provide policy guidance and statements to DFAT, MFAT and the Australian Parliament as required.
2. As the primary contact point for IPPF with the Governments of Australia and New Zealand, submit applications for core and restricted funding that fulfil donor requirements.
3. To work as a key member of the Central Office Strategic Partnerships and Development Team to ensure that local currency, annual unrestricted and restricted income targets are achieved.
ii) Profile raising of IPPF in the Asia Pacific Region

4. Lead advocacy and communications activities undertaken by the Australia and New Zealand office to increase IPPF’s visibility, and enhance the Federation’s relevance and credibility as a strategic partner for government, civil servants, parliamentarians, and the broader public. This will include:
a. Working with the global IPPF Communications team to develop and maintain the Australia and New Zealand IPPF communications strategy.
b. Lead IPPF’s membership and engagement within the International Consortium for Sexual and Reproductive Health and Rights, comprised of 11 Australian NGOs working to enable women’s health rights.
c. Developing and designing external relations materials for the Australia and New Zealand Office for dissemination. 
iii) Resource mobilisation of restricted funding opportunities 
5. Research and analyse donor calls for funding applications including tenders, expressions of interest and request for proposals from public and private donors in Australia and New Zealand.
6. Working collaboratively with IPPF Regional Offices and Member Associations, lead the, design and development of high-quality project proposals for restricted funding in line with donor requirements. Provide in-country capacity building support as required. 
7. Lead the coordination of resource mobilisation responses globally across the Federation, providing focused support to the Pacific region given its strategic interest from DFAT and MFAT.
8. Explore commercial and/or private sector opportunities and social enterprise models for Member Associations working in collaboration with various teams at IPPF.
iv) Collaboration across the Federation

9. Work with External Relations colleagues bilaterally, regionally, and globally to realize IPPF’s Strategic Framework Locally Owned, Globally Connected: A Movement for Change.
10. Build and maintain positive relationships with all members of staff and contacts within and outside the Federation. 

11. Act as a representative for IPPF at national and international meetings as required. 
12. 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.

13. To take collective responsibility for safeguarding

14. To undertake any other representational duties as may be requested from time to time.
v) People management
15. Provide direct line management and capacity building support to all casual staff and interns in the Australia and New Zealand Office. 

PERSON SPECIFICATION

1. EDUCATION & QUALIFICATIONS

· Degree in International Development, Public Health, International Relations, Social Policy, Women’s Studies or related subject. Post graduate degree is highly desirable. 
2. PROVEN ABILITY

· Proven track record in liaising with external stakeholders and forging new relationships.
· Demonstrated competence in programme design and development, including leading teams to design and win successful funding proposals with a variety of donors. 
· A proven track record securing DFAT and MFAT funding will be well regarded. 
· Previous experience in the sexual and reproductive health and rights sector at a global level, including understanding of the current policy landscape.
· Experience in designing and producing professional-grade communication materials.
· A strong understanding of politics, funding structures and processes in Australia essential; in New Zealand, advantageous.
3. SKILLS

· Excellent interpersonal skills, including capacity to represent IPPF externally in formal donor forums.
· Excellent written communication skills with proven ability to develop and review competitive proposals, external communications materials, etc. 
· Demonstrated people management skills, providing strong leadership and support to a small team of casual staff and interns in the office.
· Strong cross-cultural sensitivity and communication skills. 
· Excellent time management skills required to meet tight deadlines.

· Excellent computer literacy, including the Microsoft Suite (Word, Excel, Outlook, Powerpoint), Sharepoint, project management tools such as Basecamp, and the Adobe Creative Cloud publishing suite. 
· Strong attention to detail. 
· Fluent English.
4. PERSONAL COMPETENCE
· Strong commitment to advance the sexual and reproductive health and rights of young people
· Willing to travel internationally approximately 12 weeks per year, including to some medium to high-risk developing contexts. 

· 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.
· Commitment to gender equality and supportive of a woman’s right to choose and to have access to safe abortion services. 
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