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JOB DESCRIPTION

Job Title: 


Programme Officer, Humanitarian Team
Grade and salary:

D & £29,582 gross per annum
Location:


HelpAge Secretariat, London 

Department:


Humanitarian Team (HuT), Programmes Department
Responsible To:

Head of the Humanitarian Team
Responsible For: 

Consultants and volunteers 
Key Relationships:
Internally, close working relationships with HuT, regional and country offices, and all departments at HelpAge Secretariat 

Externally, working relationships with key partners, affiliates and donors
Background

HelpAge International is an international NGO and the secretariat of a global network of over 100 affiliates working to support older people and promote their rights. HelpAge’s programmes are managed by a secretariat in London and Regional Offices in East Africa, Southern Africa, South Asia, East Asia, Middle East and Eurasia, and Latin America and the Caribbean. 

HelpAge’s goal is global change. We want a world where everyone, whatever their age, can say:

· I have the income I need

· I enjoy the best possible health and quality of life

· I am safe and secure, free from discrimination and abuse

· My voice is heard.

We want older people enduring conflict and disasters to be able to say this too. Older people are amongst the most vulnerable people in conflicts and disasters. As population ageing transforms developing as well as developed countries, ever more older people are affected by humanitarian crises. HelpAge is the only international NGO dedicated to ensuring older people receive humanitarian assistance and protection.

HelpAge’s humanitarian work is led by a Humanitarian Team based in London that comprises programme managers and technical advisers as well as policy and advocacy specialists. They support HelpAge’s country teams and affiliates to initiate and manage emergency responses or, if a major emergency occurs in a country with no HelpAge presence, they initiate and manage the first phase of a response in partnership with local and/or international partners. Technical advisers in the Humanitarian Team ensure the quality and effectiveness of our health, nutrition, livelihoods and protection work in humanitarian crises, while policy advisers support advocacy and research to ensure the inclusion of older people in international humanitarian programmes. 

Purpose of the job

To support the humanitarian programmes and policy work of HelpAge International and the efficient functioning of the Humanitarian Team in order to achieve HelpAge International’s organisational priorities and policies.
Responsibilities

Programme support and contract management:

· Administrative and contract management support to humanitarian response programmes that are managed by HuT (currently the Syria crisis programme until April 2015) and HuT policy and research initiatives

· Manage donor contracts for HuT-managed projects, ensuring timely reporting in line with HelpAge contract management procedures

· Backstop support to HuT project teams (currently ALERT and ADCAP)

· Establish and manage systems that provide the Head of HuT (and other HuT staff) with key management information on a regular basis 

· Monitor and update HuT contracts on internal systems including Contract Management System, Financial Planning Sheet and Management Accounts, and flag any variances

· Complete Management Indicator information each month 

· Contribute to the development of HuT strategy, annual plans and reports

· Occasional project visits in response to requests for specific support.

Financial monitoring and support:

· Working closely with Head of HuT, prepare the annual HuT budget 

· Monitor the HuT budget and provide the Head of HuT with regular monitoring information on the financial and fundraising status 

· In collaboration with Head of HuT and International Emergencies Accountant, ensure a comprehensive set of management accounts is prepared and monitored each month for HuT managed projects

· Liaise with the Finance team to produce financial reports, mid-year financial reviews and end of year accounts for HuT 

· Ensure detailed budget sheets are developed for HuT managed projects in coordination with HuT team and Finance team

· Support HuT team to ensure effective management of cost recovery

· Work closely with HuT budget holders to ensure appropriate financial planning and monitoring and correct use of financial processes

· Ensure timely payment of invoices addressed to HuT

· Monitor Global Emergencies Fund allocations and reports and produce an annual overview report

Fundraising support:

· Inform country and regional teams about opportunities for rapid response funding such as Start Fund and DFID RRF

· Work closely with country and regional teams to write and submit timely proposals to rapid funding mechanisms, specifically the Start Fund and DFID Rapid Response Fund

· Work with country and regional offices, the RD and Finance teams and ensure necessary technical support from HuT on the content of humanitarian proposals

· Support Age International’s engagement in DEC appeal processes, as required

Information sharing and communication: 

· Regularly review and update publications, reports and other information from HuT on the HelpAge website and intranet 

· Compile and circulate the internal quarterly humanitarian newsletter with inputs from regional and country offices and HuT

· Regularly review and update the contents of the online Emergencies Manual, providing training and support to page managers

· Plan and organize a rolling programme of webinars on the humanitarian technical guidelines in close coordination with HuT technical and policy advisers

· Organise accountability training for new humanitarian programmes by the Operations Team

· Maintain an efficient and accessible filing system for HuT documents on the Everyone drive

· Maintain an up-to-date contact list of HelpAge humanitarian staff, UK and international 

· Respond to information requests from HelpAge affiliates and from the public.

Emergency preparedness support:

· Monitor the emergency preparedness levels of HelpAge country and regional programmes and London office using ALERT online monitoring system

· Organise regular meetings of the London Emergency Response Team, developing and maintaining minimum preparedness actions

· Monitor disaster early warning alerts and inform relevant country and regional teams 

Event organisation:

· Organise HuT meetings and humanitarian workshops

· Convene ERT meetings in the initial phase of major emergency responses

· Support meetings of the affiliates emergency response group

HR:

· In cooperation with the HR team, support the recruitment, induction and end of contract processes of HuT and humanitarian staff

· Participate in interview panels as required 

Representation:

· Represent HelpAge in Start Network committee meetings and events as required, deputising for the Head of HuT in committee meetings when necessary

· Represent HelpAge in relevant DEC meetings and events, as required and in cooperation with Age International

Person specification 

Essential 
· A degree-level education or equivalent work experience

· Project management skills

· Experience of producing funding proposals to tight deadlines

· High degree of numeracy including ability to review and summarise budgets 

· IT skills of a high standard (including WP, spread sheet and database) 

· Overseas and/or UK-based humanitarian project experience. 

· Strong communication and interpersonal skills: able to communicate and interact with a wide range of people and organisations at all levels with tact and diplomacy

· Flexible and strong team player 

· Able to manage and prioritise own workload to meet deadlines

· Excellent command of written and spoken English 

· Able and willing to travel overseas for short periods of time.

Desirable 
· Experience of working in a developing country
· A second language relevant to HelpAge’s work
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