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Terms of Reference
CONSULTANCY TITLE: 
Programme Funding Advisor 
LOCATION: 


London 

DEPARTMENT: 

Resource Development 

RESPONSIBLE TO: 

Director of Fundraising 
DURATION:


Short-term consultancy: Up to three months 
Purpose
To support the institutional fundraising and contract compliance efforts of regional programmes and country offices across the HelpAge International global team. The role will entail support to colleagues in project design and proposal development, report writing, training and capacity building of staff and partners, and proactive donor research.
Time requirements and duration

The consultancy is expected to begin in May 2016 for 25 days of support, which will be spread over three months (May-July 2016). This period may be reviewed, and extended further.  
Responsibilities and key tasks
· To work with the staff of regional and associated country offices, to develop and implement funding plans and strategies to meet agreed funding needs
· Ensure that funding proposals and reports submitted to donors are of the highest quality and consistent with plans and capacities
· To facilitate input from and work collaboratively with technical and finance staff on the development of proposals, budgets and reports for submission to donors
· To disseminate information and provide guidance to relevant International Offices on funding opportunities and donor compliance

· To monitor and support compliance with internal approval and quality control systems

· To contribute to the development and maintenance of grants management systems and systems to co-ordinate all HelpAge International’s fundraising activities
· Support programme  teams across designated regions and/or country offices as appropriate in the management of projects, including monitoring of project implementation, negotiations with donors and timely narrative and financial reporting

· To research and identify new donors and support the development of funding relationships
· To contribute to the planning, income monitoring and knowledge sharing activities of the Resource Development team
Consultant specification

Essential
· A good understanding of international development and project planning and implementation
· Proven experience of preparing and presenting project proposals, and donor reports, to a range of institutional donors in both development and humanitarian contexts
· Experience of supporting the development and implementation of fundraising strategies and plans
· Experience of cross-cultural capacity building and training
· Proven analytical and research skills and the ability to think strategically in relation to funding
· Fluent in English with excellent written and verbal communication skills
· Able to work proactively and supportively within a team
· Able to manage multiple and complex tasks and work under pressure in a deadline-focused environment
· Good word processing and spreadsheet skills
· A degree calibre level of education or equivalent in experience
Desirable
· Experience of working in a humanitarian context (short or long term)
· Able to travel to, and work with, staff in HelpAge’s overseas programmes, sometimes at short notice (additional travel related costs will be met by HelpAge)
How to Apply

All Expressions of Interest (EOI) should be a maximum 4 pages and should cover the following areas: 
· CV of the consultant(s), with contact information for 2 professional references 

· Cover letter (max 1 page), covering:

· Key skills/experience related to the assignment

· Consultant’s daily rate/fee for specified period

· Availability over the specified period

Please contact Mr Tony Hopkins on thopkins@helpage.org for further information or to submit your EOI. The deadline for the application is Tuesday 19th April 2016.

