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JOB DESCRIPTION

Job Title:


Funding and Grants Manager
Grade & Salary:

ISB - £29,000 gross per annum
Department:


Programmes
Location:


Khartoum, Sudan
Responsible To:

Country Director
Contract: 


12 months (with possible extension)
Key Relationships:  
Country Director, Country Finance Manager, Darfur Programme Manager (Sudan); Programme Officer for Sudan (London) and Resource Development Team (London and global). Externally with donor representatives and partners.
Background:
HelpAge International is a global network of not-for-profit organisations with a vision of a world where older people fulfil their potential to lead active, dignified, healthy and secure lives. With more than 100 affiliates and 300 partners across more than 50 countries the HelpAge International network brings together hundreds of organisations worldwide. HelpAge International has a secretariat with offices in London and Brussels, regional centres in Africa, East Asia/Pacific, South Asia, Latin America, the Caribbean and Central Asia, seven national programmes and a number of emergencies programmes.
HelpAge International has been operational in Sudan since 1984, with the aim of working with, and for, vulnerable older persons to access their rights to independence, participation, care, self-fulfilment and dignity, as stated in the UN Principles for Older People.  A major humanitarian programme worth about £2m per annum operates in West Darfur, with planned extensions to the other states. 
Overall purpose of the job:
To support the development, successful implementation and monitoring of the Sudan programme fundraising and donor diversification strategy.
Job Content/ Key Tasks:

· In coordination with the Country Director, prepare, monitor and drive the implementation of a HelpAge Sudan fundraising strategy and annual plans, in line with the Programme Strategy 
· Research and identify new in-country and regional donor opportunities

· Prepare and maintain a register of donors, their development strategies, funding priorities and funding cycles 

· Analyse, summarise and circulate information on donor calls to in-country staff and London
· Support the development and maintenance of relationships with key donors and represent HelpAge at donor meetings and conferences
· Support and facilitate the development of high quality funding proposals and donor reports.  The post holder will at times be required to write full proposals from its inception.

· Support the development of proposal budgets, ensuring that attention is paid to cost recovery for HelpAge and partners, and to the inclusion of monitoring and learning activities
· Develop, refine and implement systems and procedures to co-ordinate the submission of funding proposals and, monitor the implementation of the fundraising strategy and analyse fundraising performance

· Provide advice, support and training to staff and partners on contract management issues and donor requirements

· Develop systems and procedures to ensure high quality contract management, and ensure that the Sudan programme is compliant with HelpAge’s internal Contract Management Procedures, including approval processes and maintenance of all grant documentation according to HelpAge standards and donor regulations 
· Ensure the Sudan programme proposals are compliant with HelpAge’s Accountability Framework procedure

· Contribute as a member of the Sudan senior management team to the development of HelpAge in Sudan

· Contribute as a member of HelpAge’s international Resource Development team, sharing data, learning and experience related to fundraising

· Oversee the uploading of the Sudan programme’s fundraising and contract management data on to HelpAge’s central Contract Management System (CMS) 

· Provide the Sudan’s Programme Officer in London with all relevant documentation with regards to contract management; Proposals submitted; contracts; reports; key donor correspondence etc
· Undertake any other duties as and when necessary to fulfil the objectives of HelpAge International in Sudan

CAPACITY BUILDING OF NATIONAL PARTNERS 
· In close consultation with the Head of Programme and other Sector Advisers/specialist contribute to the provision of capacity development support to national partners in grants management and Fundraising. 

· As necessary, undertake organizational capacity assessments of national partners in grants management and Fundraising and agree a priority list of capacity development interventions to be pursued.

· Develop tailored grants management and Fundraising support to address specific capacity development needs identified by national partners and the Head of Programme. 

· To ensure that appropriate professional and personal development and learning opportunities in grants management and Fundraising are available for (HelpAge staff as well as for  staff of national partners 

· Monitor the performance of national partners against the requirements of the Partnership Agreements and contracts. 

Extent of Authority:

The post holder will play a key role in the diversifying HelpAge’s donor base in Sudan and will be expected to work with a high degree of initiative. The post holder will not have any line management or budget responsibilities, but will be expected to operate within all HelpAge International policies and procedures.

Other Features of the Job (Working Conditions Etc)
The post holder will be based in Khartoum.  The job will require regular travel to Darfur, often in arduous conditions.

Person Specification:
Essential

· A degree calibre level of education or equivalent in experience.

· Demonstrable experience of liaising with donors

· Direct experience of representing organisations in meetings with donors, Government officials and project partners

· Experience of planning, writing, reviewing, and presenting project proposals, formal applications and donor reports.


· Knowledge of development and emergency issues gained through study and/or practical work experience at an appropriate level 

· Knowledge of project development and management including planning, monitoring & evaluation systems.

· Ability to influence, communicate and co-operate, and negotiate with a wide range of people and organisations, particularly donors,  at all levels with tact, diplomacy and sensitivity to cultural differences 

· Ability to foster and support capacity building of HelpAge staff and of national partners

· Fluent in English with excellent communication skills on the telephone, in writing and face to face.

· Demonstrable knowledge and experience of developing and monitoring complex multi-donor budgets.


· Able to work proactively and supportively within a team.


· Able to manage multiple and complex tasks in a deadline-focused environment
· Good word processing and spreadsheet skills

· Cultural sensitivity and ability to work with wide range of people 

Desirable
· Experience of working in Sudan and/or an understanding of the recent political developments in the country 

· Experience of living and/or working in insecure environments
