[image: image1.jpg]) - : t) [
International

r ] 1\(1"1 Y





JOB DESCRIPTION

Job title:


Regional Programme Manager

Location:


Bishkek, Kyrgyzstan. Some travel in the region may be required
Responsible to:

Regional Director
Contract and Salary: 
National contract; salary range between £700 - £1,000 gross
depending on experience and salary history
Contract:


6 months (with possible extension), 3 month probation
Relations with others:  
Affiliates and partners organisations in the HelpAge network in the 



region and EECA Regional Office staff. Interaction as required with

Departments and staff in the London 2office
Introduction:

HelpAge International is a global network of not-for-profit organisations with a mission to work with and for disadvantaged older people worldwide to achieve a lasting improvement in the quality of their lives. HelpAge International’s Eastern Europe and Central Asia Regional Office (EECA) is responsible for the regional programme, working in partnership with affiliates and partner organisations in 9 countries in the region.
Job purpose 

As a senior member of the regional team, the post-holder will report directly to the Regional Director and will focus in particular on supporting HelpAge partner organisations and affiliates in the region to ensure quality programme implementation, including donor compliance, internal and external reporting, financial monitoring, activity planning and timely execution. S/he will help identify partners and affiliates’ capacity needs and provide mentoring and training as appropriate. Working with other members of the regional team, s/he will also contribute on identifying and pursuing funding opportunities, on project design, monitoring and evaluation.
This Job Description may be modified as needed according to the organisational needs.   

Key responsibilities

· To work with country programmes and partner organisations in order to effectively manage project activities to agreed timescales including the proper management of project budgets and other resources with support as necessary from others in EECA and London office
· To represent, as necessary, HelpAge in the region

· To add to the capacity of partner organisations through appropriate training/workshops and technical support
· To produce narrative and financial reports as required, frequently under tight deadlines
· To undertake project/ programme monitoring and evaluations, in collaboration with partner organisations

· To monitor overall project expenditure and financial reporting in liaison with the Finance Manager

· To feed back lessons learnt, in particular assessment of impact into organisational and network learning processes
· To contribute as a member of the programme team to regional strategic planning processes and undertake cross regional activities as necessary
· To advocate for disadvantaged older people by influencing strategies, policies and programs with regional and national agencies
· To promote regional and national networking among organisations to mainstream work for and with older people
· To enable partners to share resources, plans and experiences. 
· To contribute to the development of funding and cost recovery strategies and their implementation

Person specification:

Experience
· University graduate, preferably with post graduate qualifications
· Demonstrable experience of project development and project management
· Demonstrable experience of organisational capacity building
· Experience of developing and writing funding proposals and securing funding 
· Experience of managing budgets 
· Experience of supporting smaller organisations with project development and management

Knowledge/Skills

· Proven expertise in monitoring, reporting, impact assessment and evaluations   
· Excellent oral and written communication skills in English and Russian
· Ability to write complex applications and reports in English language
· Excellent interpersonal, negotiating, and networking skills
· Cultural awareness and sensitivity 
· Training, coaching and facilitation skills
· Ability to network with and influence a wide range of people and organisations, including government structures and NGOs
· Excellent analytical, planning and management skills
· IT user skills
· Demonstrable positive experience working in collaborative teams
· Understanding of international development work 

· Familiarity with the region
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