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SENIOR PROGRAMME OFFICER – DISASTER MANAGEMENT
RECRUITMENT PACK
What you need to know
The post is Senior Programme Officer- Disaster Risk Management and you’ll be in the Programmes department.

The Senior Programme Officer (SPO) will support the objectives of the Disaster Management Unit by scoping and analysing donor trends and identifying long-term strategic funding opportunities with institutional and multi-lateral donors. The post holder will contribute towards Plan International’s strategic development by working with and through colleagues to meet demanding quality delivery standards and annual income targets. Specifically, the post holder will support country, regional colleagues and team members in high-quality project development, submission and reporting, providing technical input and guidance on donor requirements, particularly for the ECHO, EU, DFID, and multilateral agencies. 

The post holder will take primary responsibility for a specified portfolio of projects. S/he will also support the DRMU line managers to draw on the technical expertise of department specialists to enhance programme quality in thematic priority areas, as well as to support the capacity and skills development of Country Office programme staff to effectively develop, manage and report on projects. 

It’s a permanent contract, and it’s a full time post at 34.5 hours a week [ – we finish at 4.30pm on a Friday].
We are based in Old Street, London. (Finsgate, 5-7 Cranwood Street to be precise)

What we’re looking for
The successful candidate will have experience of developing and securing institutional grants and managing supporting the management of complex projects overseas and reporting to official funders. 
Experience of identifying, developing and securing partnerships with new donors and developing/applying quality systems and processes to their work is also essential. You will also possess a track record of successful project management in disaster-affected countries

Please note: to apply for a position with Plan UK, you must be eligible to live and work in the United Kingdom (in accordance with the Immigration, Asylum and Nationality Act 2006). Most importantly, we follow stringent child protection policies and procedures when dealing with applications.
What we offer you

As this is a senior role within the Grade 3 pay band the market rate for recruitment of this post will begin at £35,292 (top of the pay band) with pay progression into the discretionary zone. This is due to the additional responsibilities and specific demands of the role Pay is reviewed annually in January.

We have a generous annual leave entitlement which starts at 25 days (plus public holidays) for new starters. Progressively it goes up to 30 over 6 years service.
We match contributions up to 5% on the pension scheme (which you can join once you’ve been with us for 3 months)

We aim to be a family-friendly employer, with enhanced maternity, paternity and adoption leave and pay, as well as child care vouchers and a flexible working policy.

Even more benefits include season ticket loans, study loans, a healthcare plan, cycle scheme and career break policy.

We would like all applications by Monday 19th November.

Interviews will take place on Wednesday 28th November (afternoon) and Thursday 29th November (afternoon).

	Job PLAN UK JOB PROFILE


	Job Title
	Senior Programme Officer

	Department
	Programme

	Unit (if appropriate)
	Disaster Risk Management

	Reporting to
	Head of Emergency Grants

	Responsible for
	Supervision of Programme Officer, interns, volunteers or other staff as requested


	Overview of Department

	Plan is an international child-centred organisation that works with children and their communities in 50 of the world’s poorest countries to make lasting improvements in their lives. Our work benefits approximately six million children in Africa, Asia and Latin America. Programme implementation takes place through 50 Country Offices and 4 Regional Offices, working with more than 90,000, mostly rural, communities. Many of the countries in the network are affected by disasters and an international disaster risk management strategy frames Plan’s humanitarian work.

The frequency and effects of humanitarian emergencies is threatening the achievement of the Millennium Development Goals. Natural hazards combined with economic depression, poor governance, conflict, poverty and climate change are leading to new levels of crisis. Children are often disproportionately affected by such emergencies, and keeping them safe is a constant challenge. 

Plan’s disasters work internationally focuses on risk management, aiming to help reduce risks, intervening in a crisis, and recovering quickly afterwards. The strategic goals of Plans disaster work globally are:

· Children and youth realise all their rights in emergencies

· Children and youth grow up safely in resilient communities

In practice this means undertaking a range of life protecting and sustaining activities in vulnerable and disaster affected communities across a broad range of sectors: Health; Education; Shelter; Water and Sanitation; Livelihood; Food security; Nutrition; Protection; Sexual & Reproductive Health; and HIV/AIDs. Plan is operationalising a rights-based approach to all its programming within a strong programme effectiveness framework. Participation is a key theme to the work. This covers both supporting children and youth to influence duty bearers and public opinion on disaster risk reduction, and also, ensuring programme accountability towards beneficiaries is achieved. 

Plan UK Disaster Management Unit

Plan UK is a leader in the development of the global disasters work of Plan. We are one of a number of support / fundraising offices that provide financial and programme support to the Plan country offices. The UK team comprises of Programme Officers, with geographical responsibility, who support country offices dealing with rapid onset and protracted disasters arising both from natural and complex causes. There is also an Assistant Programme Officer and a DRR and Resilience Adviser. Of the 50 countries in the Plan network, around 30 are regularly affected by rapid onset or complex crises.
The Disaster Management Programme Officers support our country offices to deliver quality programme development and delivery, assisting with the development of strong donor relationships, and providing technical support for humanitarian work. In addition to their geographic focus, each Programme Officer is expected to develop enhanced knowledge of one of the Units priority areas. Currently, these are DRR, Education in Emergencies and Child protection, and Sexual and Reproductive Health. Conflict sensitivity is a developing area in the unit. The unit works across the whole spectrum of disaster work from risk reduction through to recovery.  The unit works in collaboration with many of the major UK NGOs in consortia and as a DEC member dealing with rapid response, disaster risk reduction, and conflict sensitivity. It is also very active in key European humanitarian networks such as VOICE.
Plan’s projects are evaluated and monitored regularly to assess just how effective they are in meeting children’s needs. We fund our work through a multitude of sources: primarily by individual sponsors, grants from statutory funding bodies, corporate partnerships and individual donors. Plan UK is committed to strongly developing its disasters work and in time aspires to becoming a centre of excellence in its chosen specialisms.  The Senior Programme Officer position will make a major contribution to realising these ambitions.


	Job Purpose

	The Senior Programme Officer (SPO) will support the objectives of the Disaster Management Unit by scoping and analysing donor trends and identifying long-term strategic funding opportunities with institutional and multi-lateral donors. The post holder will contribute towards Plan International’s strategic development by working with and through colleagues to meet demanding quality delivery standards and annual income targets. Specifically, the post holder will support country, regional colleagues and team members in high-quality project development, submission and reporting, providing technical input and guidance on donor requirements, particularly for the ECHO, EU, DFID, and multilateral agencies. The post holder will be responsible for:

· A Portfolio of projects

· Oversight of  Programme Officer/s

· Quality initiative (facilitation and enabling)

· Coordination of learning and evaluation in collaboration with the team

· Facilitate development of DRMU standard procedures

A key function of the role will be to establish quality initiatives both in terms of content and overall delivery of objectives on time and to budget.  

The post holder will take primary responsibility for a specified portfolio of projects. S/he will also support the Unit line managers to draw on the technical expertise of department specialists to enhance programme quality in thematic priority areas, as well as to support the capacity and skills development of Country Office programme staff to effectively develop, manage and report on projects. To achieve this, s/he will also work with relevant Plan UK and Plan International colleagues to help ensure the effectiveness of their project and grants management systems and quality processes.

The post holder will be expected to effectively represent the Plan UK grants team as necessary at internal and external meetings at sub-regional and UK level to enhance Plan’s reputation as a credible, reliable partner in development. 

The position requires regular and extended travel outside the UK.




	Key Accountabilities
	Key Elements

	Provide regular and accurate business intelligence to the grants team and other department colleagues
	· Lead and coordinate donor trends analysis research annually for defined areas

· Remain aware of changes to donor requirements and project/programme themes and/or preferences

· Play a key role in establishing strategic options for the department 

· Provide progress reports, review processes and support decision-making processes for investing or de-investing in engagement plans

	Identify, research and develop new sources of strategic funding from official, institutional and multilateral donors to support development of thematic priority programming areas
	· Develop and submit specific projects and/or project themes to attract funding from new official, institutional donors, including coordination of proposal writing processes.

· During field trips or extended stays, visiting donors such as DFID, the EC, UN agencies, trusts, etc. as necessary; assessing Plan’s potential in the country to access bilateral or local funding for programmes and to develop relationships and engagement with donors 

· Work closely with field-based staff to secure in-country funds, providing practical direct assistance, training and general capacity building support as agreed

· Support the programme department to research potential new institutional donors

· Develop multilateral engagement plans with departmental colleagues and ensure these are monitored and realised

· Inform and update programme department colleagues of specific new funding opportunities

	Provide technical support to the section and Country Office programme staff
	· Provide support to DRM Unit Programme Officers to ensure that proposal content and project evaluations are systematically peer reviewed and comply with Plan UK’s and its donor’s quality standards

· Advise on sectoral technical content and contract compliance matters related to donor requirements and procedures across a defined range of sectors 

· Analyse the effectiveness of Plan Country Programmes in order to assist the Programme Team to make informed decisions about continued project funding or new funding proposals. This will involve regular liaison and research with key programme countries and staff, both overseas and in Plan International Headquarters

	Manage a limited portfolio of ongoing projects co-financed by official, institutional and multilateral donors and maintain positive relations with the donor
	· Prepare narrative and financial reports that meet Plan UK and donor quality and compliance standards and other global operational requirements

· Monitor and document project progress (project activities and finance), ensuring that relevant managers and the donor are informed of key programme/project information

· Support the team to find solutions to project implementation problems and contribute to aspects of project implementation, if necessary

· Ensure that all Plan and donor administrative procedures are met

· Remaining aware of any changes to donor’s requirements and information needs

· Make periodic donor visits and facilitate project visits by the donor.

	Grants Management Systems
	Support the DRMU in:

· the development of appropriate grants management systems for the department with the UK office

· facilitating the development of DRMU Standard Operating Procedures as required

	Monitoring & Evaluation
	· Be responsible for ensuring quality monitoring and evaluation of a defined programme portfolio in coordination with POs.

· Liaise between the grants team and the department’s learning and assessment adviser to ensure that team members are familiar with procedures and compliant with agreed approaches

	Strategic planning and implementation of business plan
	· Take an active role in the department's strategic planning process, including developing the forecast project portfolio and tracking the Department’s annual income target for specified areas

· Support line manager to monitor and report on departmental implementation of the business plan

	Staff management
	· Oversee Unit staff as required including

· Line management of Programme Officer/s

· Regular supervision and support meetings

· Conducting annual appraisals

· Provision of appropriate training

· Contributing to team building

· Periodic discussion of Programme Officer work with line report  

	Representation and communication


	· Represent DRMU at specified internal and external meetings (e.g., EU annual grants meeting) and to donor as requested by manager 

· Represent Plan UK at specific thematic forums and networks relevant to DRMU projects as required

· Communicate relevant business development information to all department members

· Develop and maintain positive relations with specific Plan field staff, ensuring that programme information is available for donors and that Plan field staff understand and are better able to fulfil their role in meeting the donors’ priorities and project reporting requirements

	Other Responsibilities


	· Keep up to date with the major international development and humanitarian issues, approaches and solutions

· Work co-operatively and supportively with other departments.

· Attend team meetings and contribute to the overall smooth operation of the unit

· Pro-actively share knowledge and experience of Plan’s work overseas and with other Plan UK staff and with its staff worldwide

· Support other Programme Department staff by sharing information, coaching others in understanding and achieving key tasks and contributing to an effective and successful team work environment.

· Supervise and oversee the work of volunteers and interns in the department as needed 

· Ensure that all activities undertaken on behalf of Plan UK, externally or internally, are executed in accordance with the overall aims of the organisation and in line with Plan’s policies and procedures

· Participate in training and other activities as requested by the organisation

· Undertake other tasks and projects as requested by the line manager


	General
	· To be open to change and demonstrate a flexible and adaptable approach
· To work collaboratively with other departments and be a supportive and effective team member
· To ensure that all activities undertaken on behalf of Plan UK, externally or internally, are executed in accordance with the overall aims of the organisation and in line with Plan’s policies and procedures

· To participate in training and other activities as requested by the organisation.


	Stakeholder and Customer Service
	· To provide quality customer service to all our respective audiences and comply with Plan UK’s quality management protocols


	Awareness and Representation
	· Commitment to Plan’s position on promoting girls’ rights and gender equality; and   

integrating this into all aspects of work. 


	Key Deliverables
	


	Level of Child Protection Responsibility
	High

	Level of Budgetary Responsibility
	Low

	Key Working Contacts
	Department colleagues including: Programme Officers, Thematic Leads, Learning Advisor, Grants Accountant, Heads of Unit, IH staff


This is not intended to be an exhaustive list. Your job description may be subject to change.

	Date Created
	September 2012


	PLAN UK PERSON SPECIFICATION 


	Job Title
	Senior Programme Officer

	Department
	Programme

	Unit (if appropriate)
	Disaster Risk Management Unit


	PERSONAL COMPETENCIES

	Competency Title
	The successful candidate will be able to….

	Communicating with others
	Use a high level of communication skills written and verbal in technical areas to foster partnerships and motivate others.

Represent Plan in a range of technical and non-technical fora powerfully and persuasively

Understand and reflect the drivers of donors and partners

	Team working and interpersonal skills
	Network and form effective and constructive working relationships across the whole organisation and wider network within sector.

Motivate colleagues

Contribute to programme strategy

	Managing Resources
	Coordinate and oversee the work of volunteers, interns and staff, as delegated, using negotiation skills

Think clearly and provide accurate detailed reports and data as requested

Constructively review and revise budgets and financial reports

	Drives Continuous Improvement
	Lead the department in analysis of development trends and provide insights into business development opportunities as they may arise

Support and lead on the development and maintenance of high quality processes and procedures for grants development and management

	Customer Services
	Offer an efficient, friendly and professional service to all employees across the organisation and all external customers.

	Managing Yourself
	Show a commitment to the work of Plan UK and to be trusted to act with integrity and honesty

Use effective time management

Keep a constant overview of the unit; manage risk and support the unit line managers to ensure growth

	Delivery and Meeting Business Plan
	Identify business opportunities and develop SMART objectives and plans to realise them


	RELEVANT EXPERIENCE

	The successful candidate will have experience of ….

	Developing and securing institutional grants, managing complex projects overseas, and reporting to official funders.

	Identifying, developing and securing partnerships with new donors.

	Developing or applying quality systems and processes to their work and the ability to support other to maintain the standards that have been established.

	Living, working in a country affected by humanitarian crisis other than his/her own.

	A track record of successful project management in disaster-affected countries.


	SPECIFIC SKILLS AND KNOWLEDGE

	The successful candidate will be able to….
	The successful candidate will have….

	Negotiate with a range of institutions, partners dealing with complex issues, to provide clarity and take a leadership role in problem solving
	The knowledge required to develop technical areas of work in at least two of the following areas:

Health, Education, Shelter, Water and Sanitation, Livelihood, Food security, Nutrition, Protection, Sexual ( Reproductive Health, HIV/AIDs, DRR, Conflict sensitivity, Education in Emergencies 

	Provide consistent level of technical support to colleagues from the perspective of donors and grants development and management
	An excellent understanding of the donor environment and donor contractual requirements/priorities

	Coordinate, motivate and support staff and teams
	A solid understanding of Plan International and Plan UK vision and strategy, structure, and excellent contacts within the organization 

	Analyse complex data and make clear, concise recommendations
	A post-graduate degree in development studies or another relevant area; and relevant work experience

	Demonstrate computer proficiency, particularly with MS Office packages
	Excellent communication skills, both written and verbal

	Work effectively and harmoniously with people from different cultures and backgrounds 
	

	Demonstrate an awareness of child protection issues
	


	Date Created
	September 2012
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