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JOB DESCRIPTION

Job Title:

Project Manager, AUP Kayin, Myanmar
Location:
Yangon, Myanmar. Frequent travel to field sites in Kayin State (Thandaunggyi, Hpapun and Kawkreik townships). 
Reporting to:
Country Director
Responsible for:
Direct management of Field Project Officer and field staff in areas of direct implementation by HelpAge; technical project staff in Yangon including M&E Officer and Health Coordinator 
Other relationships:
Local partners (KBC and GP) and associates particularly through regular coordination with Partner Project Managers. HelpAge staff in Yangon including finance and logistics. Government agencies at district, provincial and central level; international organisations including NRC, UN agencies and others working in the same area. HelpAge International staff at Regional and Secretariat level. 
Grade and Salary:     

£32,000 

Start Date:                     
ASAP
Duration:               
Two years initially including 6 month probation
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 East Asia Pacific Regional Office (EAPRO) is responsible for the regional programme, working in partnership with affiliates and partner organisations in more than 20 countries in the region. 
HelpAge is widening the scope of its work in Myanmar. Currently, HelpAge, in collaboration with relevant Government agencies and partners, is implementing several projects that support older people and other vulnerable groups strengthening their livelihood and food security, health and DRR capacities in Ayerawaddy Delta, Mandalay Division and Sagaing Region. In particular, the project activities focus on promoting participatory development approaches for the formation and capacity development of Self Help Groups and inclusive Village Development Committees (for older people and other vulnerable groups) to reinforce their existing livelihood activities, starting new income generating activities, provision of community-based Home Care service, and awareness raising in health. The overall aim of the programme is to reduce poverty and vulnerability in general and to facilitate older people’s participation in community development. 
	In 2013, HelpAge move into Kayin State for the first time. This position is part of the HelpAge structure in Myanmar to lead the implementation a European Union (EU) funded project under the Aid for Uprooted People (AUP) in Myanmar budget, titled ‘Creating an Enabling Post-conflict Environment for Populations in Kayin State, and Facilitating the Safe Return of IDPs and Refugees’. HelpAge in collaboration with partners will implement the project from early 2013 to early 2017 in 80 communities of Thandaunggyi, Hpapun and Kawkreik townships. Field implementation will be carried out in each target township either by HelpAge staff directly or by local partners.
HelpAge, Karen Baptist Convention and Golden Plain have formed a Consortium with plans to jointly implement this programme comprising activities in the water and sanitation, education, livelihoods, health and rural infrastructure. The Consortium is committed to its core values of enabling positive change and building capacities of the communities by bridging relief and development interventions and working with established local and external networks and partnerships. HelpAge leads the Consortium which will be coordinating the work among the above-mentioned agencies and will ensure overall compliance to donor regulations of its effective program implementation. The project team will be headed by a Project Manager who will be reporting to the Country Director of HelpAge and will coordinate all Consortium Members for achieving project objectives in given time. 


Overall Purpose of the Job: 
Overall management, coordination and monitoring of the above HelpAge International AUP project in Kayin State. 
Job Content and Key Tasks: 
The Project Manager is responsible for overall management, coordination and monitoring of the project to support vulnerable people in Kayin State in line with donor and organisational requirements. The project consists of working with government and NSA partners to develop and provide assistance to community based groups to promote rural development focusing on livelihoods, water and sanitation activities, health, education and protection. 
Programme Coordination
· Coordinate, guide and monitor HelpAge staff, partners and associates in support of the project’s overall targets and objectives. In conjunction with project partners develop project working plans and implementation strategies to facilitate timely implementation of activities.
· Conduct and facilitate Project Coordination Team (PCT) meetings (consisting of partners and associates) on a quarterly basis and enable an effective learning and sharing culture across organisations.

· Develop the strategic direction and policy with the Project Coordination Team led by the HelpAge Country Director for effective implementation of the project.

· Lead and facilitate monthly management meetings with Consortium partners on project issues and ensure clear communication to the field teams of developments at all levels.

· Manage partner relationships, primarily with the Karen Baptist Convention and Golden Plain, and possibly including National YWCA. 

· Negotiate with and build the support of local, township, state, and Union government authorities as well as NSAs, United Nations agencies, and other international agencies/organisations operating services in certain parts of Kayin. 

· The Project Manager acts as an interface between all four Consortium Members and the EU Office in Myanmar. 

Programme Management
· Plan and supervise needs assessments and selection of villages in the project townships. 

· Review overall selection of villages within the project scope to ensure compliance with project proposal.
· Coordinate with partner agencies on the implementation of village development plans and prioritisation of beneficiary groups.
· Ensure information sharing and collaboration between sectors and the integration of their strategic interests during program development.
· Facilitate shared learning and growth through identifying issues arising from the ground for research, evaluation, lessons learned, impact assessment and dissemination of findings. Keep track of emerging issues and represent the consortium at key fora.

Financial Management

· Be accountable for project funds, overseeing the preparation and monitoring of budgets, cash flow management, and to be responsible for the completion of organisational donor financial reporting.

· Ensure and check financial status and external audited financial reports from all project stakeholders in due time, and oversee consolidation of financial reports.

· Ensure that the consortium members receive the funds from HelpAge in a timely manner.

· Ensure that the budget utilisation reports from consortium members are received on time.

· Maintain overview of all project expenditures and consolidate the financial report in cooperation with the HelpAge Finance Manager.

· Ensure that the action plan closely conforms with the project budget, unless the Consortium Members and EuropeAid agree that a revision is necessary.

· Take active initiative when necessary in the process of revising the project proposal and its budget in collaboration with all Consortium Members.

· Ensure that the Consortium Members are familiar with EuropeAid policies, procedures, guidelines, and reporting formats.

· Ensure that all financial documents are kept well-organized for the reference of the project auditing by EuropeAid in the future.

· In consultation with the project staff, consortium partners and Finance Manager, prepare annual programme budgets and quarterly financial forecasts and monitor expenditure against these, tracking financial trends, etc. Manage partner contracts/MoUs and be responsible for ensuring compliance to these agreements and the EuropeAid grant.

· Coordinate allocation of grant finances to partners and reconciliation of invoice payments with HelpAge Finance Manager and partner finance staff. 

· Coordinate with finance team and consortium partners on budget re-alignments and grant cost-extension requests in response to changes in programming as required.


Programme Quality 

· Develop guidelines and field-based tools for monitoring and evaluation of the projects, and support to the partner organisations in the implementation of the monitoring and evaluation guidelines; ensuring the project team and partners carry out all the necessary data collection, establishing a project database and ensuring it is of good quality and producing the relevant project reports.

· Track/monitor progress against programme milestones and activities, against scheduled work plans and overall programme log-frame objectives, expected results and indicators.

· Plan for and participate in any mid-term reviews and the end of project evaluations. 

· Ensure capacity building of staff within the unit, and provision of on the job and formal training to project staff in response to identified training needs.
· Work closely with partners and VDCs to identify capacity building requirements to ensure project sustainability and phase out strategy and subsequently develop and deliver appropriate training and mentoring support to partners, relevant authorities and community organisations.

· Review of all project documents and reports to ensure that technical quality is assured.
· Ensure that cross-cutting programmatic themes are addressed in all activities; with specific emphasis on protection and gender mainstreaming.

· ​Be responsible for arranging input/data from all partners for monthly reporting on project development activities.

· Ensure timely submission of all donor reports.

· Regularly analyse the conception and of long-term impact of the project—suggesting ways of improvement for achieving wider replication of this approach.
· Provide material to produce high quality communication material.
Other primary tasks
· Monitor the security situation, develop security protocols, and generally safeguard the project staff and property.

· Be responsible for maintaining updated permissions and memorandums of understanding with relevant government authorities and partners and for the compliance with their reporting requirements. 

· Represent HelpAge International and the work of partners in Myanmar at forums and meetings in consultation with the Country Director.

· Monitor the trends in the Kayin context and local, national and international policy and strategy that impact on the situation of people in the State.

· Actively promote the rights of internally displaced persons (IDPs) and returning refugees.
· Contribute to the expansion of HelpAge’s advocacy and information activities in Myanmar.

· Other tasks assigned by the Country Director.

Person Specification

Experience: 
Essential 

· Education to at least degree level in social studies, development management or relevant subject.

· Experience working in conflict or post-conflict areas and with vulnerable groups preferably with IDPs and refugees with livelihood, health, community infrastructure, WASH, protection, etc and also experience with managing security protocols
· International experience in managing large rural development projects, preferably including Myanmar or South East Asia

· Substantial experience of project implementation, including planning, monitoring and evaluation systems and proper management of project budgets. Successful financial management of development projects.
· Understanding and demonstrable experience of participatory approaches and training techniques in development work
· Demonstrable experience of managing effective partnerships with local organisations, and in influencing, negotiating, networking and communicating with a wide range of people and organisations, including government and para-government bodies, at all levels.

· Strong experience in donor reporting and communications

· Demonstrated leadership and management skills; experience and knowledge of good practice in staff supervision and management.

· Experience of capacity building of government staff, community-based organisations and/or non-governmental organisations. 

Desirable

· Demonstrable experience in conflict or post-conflict areas in SE Asia
· Experience in producing effective communication material

· Experience with peace-building approaches

· Experience in managing medium scale EU-funded projects including EU funding rules and procedures for project implementation

· Documented skills in mainstreaming cross-cutting issues in humanitarian assistance, especially protection and gender

· Significant understanding of complex emergencies and crisis contexts

· Significant political and cultural awareness and experience of working in settings where insecurity is a major issue

· Proven communication, interpersonal and negotiation skills

Skills:

Essential
· Fluent spoken and written English and good writing/speaking skills. 
· Numeracy and ability to prepare, manage and monitor budgets. 

· Demonstrable analytical, training and facilitation skills

· Demonstrable cultural awareness, sensitivity and tact 
· Strong IT user skills including MS Word and Excel
Desirable
· Myanmar and/or advantage. Thai language an advantage
· Livelihoods or agricultural skills

· Awareness or experience on issues of ageing and older people

�Around GBP 32,000. Please put grade and salary.





