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JOB DESCRIPTION
JOB TITLE:
Emergency Programme Coordinator (EPC)
GRADE & SALARY:
ISB & £34,031 gross per annum
LOCATION:
Based in Kiev Ukraine but with at least 50% of time being field based in Oblasts of Donekst and Luhanks, Easter Ukraine (Donbas Region).
RESPONSIBLE TO:
Country Director for Ukraine 
RESPONSIBLE FOR:
Direct line management of two Field Programme Managers, one based in Sloviansk and one in Severodonekst Field Offices. 
RELATIONS W/H OTHERS: 
Mentoring and technical capacity development of Ukrainian national staff both in Kiev Office and the field based offices.
CONTRACT LENGTH:
4 months fixed term contract (until March 2016), with possible extension subject to funding. Unaccompanied post.

BACKGROUND:
HelpAge International helps older people claim their rights, challenge discrimination and overcome poverty, so that they can lead dignified, secure, active and healthy lives. HelpAge International Eurasia & Middle East Regional Office (EME) is the main support for the Ukraine Emergency Programme.  HAI in Ukraine also works with Turbota pro Litnih v Ukraini (TLU), a long term local partner of Age UK and more recently with HelpAge International.
HelpAge International (HelpAge) in Ukraine is responding to the protracted armed conflict in the eastern part of Ukraine, known as the Donbas Region. HelpAge has been delivering emergency relief support (food distribution, NFIs, Protection services and moving to a cash transfers relief support). HelpAge is working to support the essential needs of older people and people with disabilities located near to the contact line, that separates the Government controlled Areas (GCA) and those of the Non-Government Controlled Areas (NGCA). Given the nature of the conflict, HelpAge is only able to operate in the GCA locations but continually seeks opportunity to reach those in need in the NGCA locations.
JOB PURPOSE:
To work closely, collaboratively and management of the HelpAge Field Programme Mangers (FPM) to ensure effective implementation of the emergency response programme.  To develop national staff capacity and skills in all aspects of Project Cycle Management. Particular emphasis placed on establishing appropriate and robust Project Management Systems and practices. In addition, the EPM will support the development and maintenance of a Monitoring & Evaluation Framework and ensure data collection tools, databases and reporting meets best practices. The Emergency Programme Coordinator (EPC), along with the Country Director, will directly manage the implementation of the relief and potential recovery project activities, ensuring they meet HelpAge international standards and follow international best practices.
KEY RESPONSIBILITES:
1: 
Programme development and support: Provide technical and programmatic support to the Field Programme Mangers and Senior Programme Staff (Field Operation Managers and Chief Technical Officers), to ensure the development of an effective Emergency Response Programme. 

1.1
With the Field Programme Mangers (FPM) and Senior Programme Staff, develop a common and coherent emergency response programme that ensures effective delivery of various relief activities covering, Protection Services (Home Care, Referrals and linkages to other NO services). Aim to bring together the different but complementary response activities to support achievement of all program indicators and objectives.

1.2
Support the FPMs in developing effective projects and potential partnership linkages with other NGOs (local and international), that build on lessons learnt and adopt a rights-based approach.

1.3
Provide guidance and support on all aspects of the emergency response programme, with particular focus on cross-cutting themes, including gender, non-discrimination and social inclusion, the positive participation of older people and greater community ownership of the relief process and ultimately to recovery efforts.

1.4
Take a key role in the development of policy and strategies through strategic and pro-active linkages with key actors in government and donor agencies.
1.5
Lead and facilitate the development and writing of appropriate project proposals that aligns and supports the current HAI Ukraine emergency response strategy.
2: 
Program/Project Management: With the FPMs, ensure the effective management and quality implementation of the emergency response programme activities.

2.1
Support the FPMs and other key programme staff in the development of project implementation work plans, including associated budget plans for the projects, for all relief support activities in HelpAgge Ukraine operational locations and to monitor compliance with HelpAge and Donor guidelines and policies.

2.2
Support the FPM and other key programme staff in maintaining oversight of all project financial aspects of the programme.

2.3
With the FPMs, ensure timely reporting to donors and HelpAge Ukraine, based on donor contract agreements.

2.4
Ensure regular communication channels are established between the program and project staff through regular meetings and dissemination of information.
2.5
Ensure HelpAge Ukraine policies and procedures are adhered to within projects and programmes.
3: 
Programme Monitoring & Evaluation: Establish a coherent and effective Monitoring & Evaluation Framework with supporting data collection tools and information systems that promote quality programme implementation and reporting. 
3.1
Oversee the development and implementation of M&E plans at the projects level, and the documentation and incorporation of lessons learnt.

3.2
Provide technical support and training to the two M&E and Accountability Offices, ensuring they are able to oversee and support the Programme Field Office application and compliance with the M&E Framework.

3.3
Assist program teams in planning M&E activities, particularly during project inception workshops and project work-plan development.
3.4
Assist with the design and facilitation of Monthly Program Meetings in the Field Offices.
3.5
Support the development of a system for managing HelpAge Ukraine emergency response program information (to aid donor reporting, and use in advocacy and communication needs. 
3.6
Develop tools/methodologies to enhance program quality and ensure M&E resources are available for program staff.
3.7 
Strengthening HelpAge’s quality and accountability (especially accountability to beneficiaries) have been identified and implemented in the programme. 
4: 
Personnel/Staff Development:  Based on assessed needs and with the EPC, execute all responsibilities towards staff development of the recovery project.

4.1 
With the FPMs, support the key programme staff through monthly programme feedback meetings and through ongoing coaching/mentoring.
4.2 
Based on assessments of staff capacity, support and implement a program staff development plan that is appropriately funded through approved project budgets
4.3 
In consultation with the FPMs, identify professional development opportunities and funding for senior staff members (enhancement of technical capacities).
4.4
Assist in providing training/facilitating workshops as required for project activities.
4.5
Work collaboratively with the FPMs and other key programme staff to resolve differences, if any, in a professional and collegial manner. 
5: 
Other Activities: Undertake other duties (within individual competence and capacities) necessary to support the activities of HelpAge Ukraine, as and when required by line management.

PERSON SPECIFICATION:






Essential

· University Post Graduate Qualification in international development or relevant field.
· Qualifications and experience in Program development and Program Coordination or comparable experience at senior project management level.
· Experience coordinating integrated, multi-project, multi-donor program development and delivery including project cycle management, strengthening of current project activities and enhancement of the program’s ability to learn from lessons.
· Experience with financial management of multi-program, multi-donor projects in both emergency recovery and development contexts.
· Experience in designing and managing programs including experience in designing and implementing project M&E plans.
· Good knowledge of and experience in both qualitative and quantitative methods of data collection and analysis.
· Willingness and capacity to travel in within the HelpAge Ukraine field of operations and possibly within the HelpAge Eurasia and Middle East Region as required.
· Effective oral and written English language skills as demonstrated in ability to write reports as required by donors. 
Desirable
· Previous work experience in similar conflict environments within the Eurasia region or similar regions elsewhere.
· Previous emergency experience and involvement in recovery projects.
· Russian language skills will be a distinct advantage but not essential.
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