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	Voluntary Service Overseas
#19, Street 214

Sangkat Boeung Rang

Khan Daun Penh

Phnom Penh

Cambodia 

Phone:   +855 23 214384
Fax:       +855 23 216734


   
JOB DESCRIPTION

	Job Title: 

	Programme Manager (Secure Livelihoods)

	Responsible to:

	Senior Programme Manager

	Responsible for:
	No line management responsibility

	Liaises with:
	Programme Support Manager, Finance Manager, other (Senior) Programme Managers, Programme Support Officer, Volunteer Placement Advisers, Programme Development Adviser, Regional Programme Development and Funding Adviser (RPDFA)

	Purpose of Post:

	To lead and manage the strategic development, implementation and successful delivery of the Secure Livelihoods Programme Area Plan, supporting all of VSO’s work in Cambodia as required by the Country Director in order to optimize the contribution towards reducing poverty.


Key Responsibilities:

Programme Development 

Key Deliverable:  A strategic and coherent programme in Secure Livelihoods, which uses a range of development interventions and actively seeks out to engage marginalized groups, is ambitiously evolved and successfully delivered in-line with unfulfilled rights of poor and disadvantaged communities, in line with the Country Strategy Paper
· Analyse and understand the relevant development context, contributing programme-level knowledge to country level strategic analysis and planning as required.

· Shape programme area objectives and a Programme Area Plan (PAP) in line with the relevant development context and VSO goal objectives.

· Ensure full and effective engagement with volunteers, partners, and other stakeholders and agencies to inform and influence decisions that are taken.

· Take responsibility for ensuring that gender, HIV/AIDS, and disability are analysed within the context of the programme area; that any context specific factors have been addressed; and that the programme pro-actively seeks out to address these issues and engage marginalized and excluded groups.

· Identify appropriate and innovative development interventions to deliver desired outcomes within the programme area.

Programme Planning, Implementation and Review

Key deliverable 1: Planning and review systems are effectively implemented within the programme to ensure a process of continuous learning and improvement and to demonstrate the outcomes of programming work.

Key deliverable 2: Planned programming activities and volunteer delivery targets as identified in the Programme Implementation Plan are successfully met.

· Draft Programme Implementation Plans and use these as management tools to guide team priorities and support effective delivery of programme outcomes.

· Effectively plan resourcing of the programme area, both in terms of volunteer numbers and funds, utilising all the necessary tools.

· Ensure all necessary programme documentation is in place (including entered on VSO databases) to enable volunteers to operate effectively and projects to run smoothly e.g. placement descriptions, partnership agreements/reviews, in accordance with VSO’s programme management guidelines and protocols.

· Lead the design and delivery of qualitative and quantitative monitoring and evaluation for the Secure Livelihoods] programme area at programme, partnership and placement levels, adhering to VSO’s monitoring and evaluation standards.

· Determine the nature and extent of VSO impact in the Programme Area of Secure Livelihoods and feed learning into ongoing programme development and improvement using appropriate support from the Programme Learning and Advocacy Team.

· Ensure annual and monthly reports are provided to VSO’s standards and timelines.

Partnership development and maintenance 

Key Deliverable:  Dynamic, transparent and effective network exists between key stakeholders (VSO, volunteers, partners, and other stakeholders), which fully supports the Programme Area Plan and is reflective of the external environment.

· Negotiate and nurture partnerships and actively build and support networks between key stakeholders including donors, VSO International, internal/external agencies, partners and volunteers, representing VSO as necessary at a variety of external events, in order to strengthen the delivery of the Programme Area Plan and the CSP impact as a whole. 

· Assess organisations and agencies to determine their future potential as partners with VSO, including their technical skill and capacity building needs and potential to contribute to the partnership, their commitment to VSO’s values and their support for its ‘approaches’.

· Work with partners to ensure high quality placement documentation and pursue effective selection and placement arrangements including liaising with Volunteer Programme Advisors.

· Conduct regular visits to partners and volunteers to develop first hand knowledge of and support the working partnerships.

Volunteer Support

Key Deliverable: Volunteers are supported in their placements, empowered to work effectively with local partners, and actively engaged with programme development.

· Conduct regular visits to partners and volunteers to develop first hand knowledge of and support the working partnerships.

· Work closely with the Programme Support Manager on volunteer orientation (In Country Training) to ensure that the content of this and other training activities reflects the priorities of the programme area. Participate in the facilitation of this training as and when required. 

· Assess volunteers’ professional development needs and oversee the delivery of any professional support required, for example workshops, exchanges, information, training, etc.

· Support volunteers to identify clear linkages between their work and higher-level objectives of the Programme Area Plan and/or programme funded projects.

· Act on any information that indicates that a volunteer needs personal support, responding immediately if appropriate and liaising with programme team members to ensure this is effectively addressed. 

· Work closely with the Country Director and other staff to take appropriate action in regards to volunteer safety, especially in times of civil, military or natural disturbances.
Programme or Project Funding

Key Deliverable:  All project funding opportunities are positively pursued and existing donor/supporter commitments are fully reported on and fulfilled.

· Work with Regional Programme Development and Funding Advisors (RPDFA) to identify possible project funding opportunities, map potential funders and develop project concepts in accordance with VSO’s Project Management and Process Guidelines and support the RPDFA in developing proposals for submission. 

· Understand project and grant terms and conditions and ensure these are adhered to.

· Work with the RPDFA to ensure that project reporting requirements are met in line with project management principles and guidance.

· Manage secured grants effectively, building budgets and monitoring expenditure.

Finance and Resource Management 
Key Deliverable:  Efficient delivery of resources to meet Programme Area Plan objectives.

· In liaison and with support from the Finance Manager/Finance Programme Support Manager (delete as appropriate), make financial plans appropriate to the efficient delivery of Programme Area Plan objectives.

· Monitor finances in line with approved practices in the office, and in liaison with the Finance Manager /Finance Programme Support Manager (delete as appropriate), optimise effectiveness within allocated resources (restricted and unrestricted).

Other Duties
· Deputise for the Country Director, Senior Programme Manager or other colleagues as required.

· Assist or take leadership in emergencies as required, working closely with the Country Director.
· Fulfil other appropriate level responsibilities as defined by the Senior Programme Manager or Country Director from time to time.

Programme Managers have a demanding tour schedule requiring them to spend a substantial amount of time travelling throughout the region/country.  On average a Programme Manager can expect to be on tour for about 3 months per annum.

PROGRAMME MANAGER PERSON SPECIFICATION
	Criteria to be demonstrated in application form/ expression of interest 

These criteria will be further assessed at interview stage, if applicable


	Essential
	Desirable

	A Programme Strategy development and implementation: Proven experience of strategic thinking, including identifying, analysing, problem-solving and responding to opportunities and challenges and the ability to translate into practical plans of action 

Excellent understanding of project cycle management tools to ensure effective planning, resourcing, implementation and review of programmes
	Knowledge and ideally experience of organisational assessment, planning and review tools and processes

	B Facilitating Social Change: Practical experience of applying development issues at a project or community level. Able to demonstrate knowledge and understanding of development issues.

Experience and knowledge of Secure Livelihoods and Secure Livelihoods sectors


	Practical experience gained within a volunteering/NGO context 

Experience and knowledge of the country and region

	C Financial Management: Experience of the financial management of budgets, including building a budget, monitoring and managing expenditure.


	Previous experience of having compiled financial reports

	D Programme Funding: Proven experience of securing external funding and grants, including proposal and report writing. 

Evidence of understanding the challenges of donor and contract management and the implications for programme management.

	

	E People Management skills and Team Building: 
Evidence of ability to provide effective support to volunteers.

Evidence of leadership skills including the ability to take difficult decisions to get results when required, for example handling difficult personnel situations to effective conclusion.
	Proven ability to develop and motivate staff members and build a team. Experience in coaching staff, in order to develop their skills and support them in being able to do their job effectively and confidently.

Experience of managing a volunteer programme.




 PROGRAMME MANAGER PERSON SPECIFICATION cont.
	Criteria to be assessed on the selection day/preliminary interview

	Essential
	Desirable

	Planning and Time Management skills: to be able to effectively plan and manage the varied components of the role within the deadlines needed. 
	

	Communication Skills: clear varied and sensitive, both oral and written and fluent in English, with confidence in communicating with a wide range of audiences, both internally and externally.
	Confidence and experience in external representation.  

Fluency in written and spoken Khmer language. Additional Cambodian minority language an advantage. 

	Practical commitment to VSO’s values: including demonstrated cross cultural sensitivity and commitment to diversity and openness to learning.

	

	Team working and relationship building skills: Demonstration of excellent team working and relationship building skills in order to work collaboratively as a member of the programme team and in representational roles with various stakeholders and with volunteers. 


	 

	Problem solving skills: Able to develop multiple ideas to a problem or situation and able to compare and evaluate the pros and cons of these multiple ideas to ensure that the best possible decision is taken on which route to take


	Able to apply problem solving skills to a high risk situation.

	Able to adapt: in appropriate way to new and demanding situations, with experience of living and working in developing countries

Able to travel and work long hours, including work away from the home base for up to 30% of time, both within Cambodia and occasionally internationally and some weekend and evening work.

	Clean, valid driving licence



	Competent Data usage: including speedy collation and analysis of complex and high volume data, using appropriate IT packages where necessary.


	


