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JOB DESCRIPTION
Job Title: 
Project Manager - International Programmes
Grade & Salary:

E & £33,528 - £36,000 per gross annum 
Location:


London Secretariat  

Department:


Programmes 

Contract:

Permanent and full time
Responsible To:

Director of Programmes
Responsible For: 

Consultants and volunteers 
Key Relationships:
Working as an integral member of the Operations Unit. Close working relationships with Regional and Country office teams.

Background

HelpAge International is a global network of not-for-profit organisations with a vision of a world where older people fulfil their potential to lead active, dignified, healthy and secure lives.  As the only global network focused on older people, HelpAge occupies a special yet often overlooked niche within the panoply of international causes. We are on the brink of change due to the rapid ageing of the world’s population. By the year 2050, there will be nearly as many people aged 60 or over as children under 15. Most of these older people will live in developing countries.
HelpAge International is shaping that future now. Through advocacy, policy, and programmes, we are altering how global citizens, governments and institutions regard and treat older people. These changes are setting in motion an interplay of health, financial, and social/psychological outcomes that benefit individuals, communities, and nations alike. Still, despite these achievements, there remains much work to do.
With more than 70 affiliates and 300 partners across more than 50 countries the HelpAge International network brings together hundreds of organisations worldwide. HelpAge International has a secretariat with offices in London and Brussels, six regional centres in Africa (2), Asia (2), Latin America and the Caribbean and Eurasia/Middle East, several national programmes and a number of additional humanitarian programmes.
The International Programmes department consists of the Operations team, Humanitarian team and the six regional centres, headed up by Regional Directors, responsible for the delivery of HelpAge International’s programmes across their regions. Work of the organisation is guided by the five-year strategy ending in the year 2020.
Purpose of the job

To work closely with the Director of Programmes to deliver internal projects, and support regional offices to achieve their objectives within HelpAge International organisational priorities and policies. 
Areas of responsibility
· Deliver and facilitate specific internal projects as directed by the Director of Programmes to ensure effective implementation of the projects within agreed timeframes.
· Support the Director of Programmes to monitor performance and compliance across all regions in relation to strategic and annual objectives, fundraising and financial management.
· To improve coordination and effective working within International Programmes and with other departments in HelpAge International to facilitate delivery of the organisational annual objectives 

· Provide a focal point for security planning and training across all regions (supported by the Head of Operations and an external security consultant).
· Support regional offices in the preparation and review of annual plans, budgets and reports and ensure that regional and country offices’ core costs are covered 
· Work with the Operations Unit to deliver organisational plans and reports for diverse audiences.
· Ensure that appropriate and quality information and learning is provided from regional and country offices to meet HelpAge’s reporting requirements. 

· Liaise with the Finance team and international staff on regular financial reports, mid-year financial reviews and end of year accounts. 
· Work with regional and country offices to identify support needs and areas for development in relation to programme development and management, donor contracts, monitoring and evaluation, implementation of Standard Operational Procedures (SOPs). 
· Assist in building capacity and developing effective systems through visits, distance support and coordinated input from other parts of HelpAge. 
· Contribute to the development and implementation of HelpAge SOPs.
· On an ‘as needed’ basis, seek and coordinate relevant inputs into project development and oversight of contracts, including monitoring of project implementation and timely narrative and financial reporting.
· Maintain up-to-date knowledge of programmes through reading reports, visits, regular communication and the use of knowledge management systems.
· Contribute to departmental and other HelpAge International meetings. 

Person specification 

Essential 
· Excellent project management and organisational skills gained through managing complex cross-organisational projects and events.
· High level of planning skills, including ability to identify priorities, set manageable work plans and evaluate progress.
· Demonstrated ability to build effective working relationships within and across teams and departments.
· Demonstrated ability to devise and implement new ways of working and to ensure their effectiveness.
· Budgeting, financial management skills gained through budget-holding responsibilities. 

· 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.
· Experience of analysis of data and producing reports, and IT skills of a high standard (including WP, spread sheet and database).
· A degree-level education or equivalent work experience.

· Flexible and strong team player.
· Cultural sensitivity and ability to work with wide range of people.
· A good command of written and spoken English language.
· Ability and willingness to travel.
Desirable 
· Experience of working/living in a developing country. 
· Overseas development project experience. 
· Knowledge of development issues.
· Additional language skills relevant to HelpAge’s work (French, Spanish, Russian, Arabic or other).
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