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JOB DESCRIPTION
Job Title:  


Programme Support Co-ordinator

Reporting To:  
 
Director of Programmes

Location:  


UK and Ireland

Contract: 


Full time 

1. Purpose

Self Help Africa is committed to improving its programme development and programme quality across all its countries and on new initiatives. 

The purpose of this post is to support a high quality programme in Africa through guidance in implementing Self Help Africa’s strategy, policies and procedures, programme development, effective preparation of major funding proposals and building capacity of country offices and local partners. The Programme Support Coordinators are the main contacts in UK and Ireland for the country programme teams. They work closely with the advisors in the Programme Policy and Strategy Unit.
2. Accountabilities & Responsibilities
Programme Support

a) Support country programmes to implement best practice in all aspects of programme cycle and budget management liaising with the Director of Programmes and Finance Manager/Chief Financial Officer
b) Provide on-going mentoring and back-up support to a number of programme countries to ensure quality delivery, timely reporting and engagement in organisational level initiatives.

c) Review and advise on reports ensuring compliance with SHA and donor reporting requirements., 
d) Support commissioning of evaluations, monitoring and evaluation of country programmes and individual projects within country programmes in coordination with the Programme Development Advisor and Policy and Research Advisor.
e) Ensure good understanding of working in partnership across country programmes and support SHA’s development of a more partner led approach.
f) Develop new programmes and projects in collaboration with the country offices and the Programme Development Advisor.
Programme Quality
g) Contribute to SHA strategy development and review, ensuring that our work is consistent with internationally recognised good practice.
h) Contribute to building technical excellence in SHA; supporting appropriate learning initiatives within and between countries. 

i) Support country offices to effectively implement monitoring and evaluation processes 
j) Feedback examples of good practice / areas that need improvement to advisors / technical hub.
Financial and Programme Information Management

k) Coordinate with the UK/Ireland and country based accountants on programme budgets and cash flows, transfers, expenditure reports, asset registers etc. to support robust financial management in SHA.

l) Support the development of co-financing relationships with a range of donors including preparation of application proposals and reports, ensuring compliance with funding guidelines.

m) Support efforts to improve programme management information systems and ensure that designated country information is up to date and accurate.

Other

n) Any other projects or duties as directed by Director UK/Programmes or CEO

3. Pre-requisites:

In order to succeed in this role, it is expected that you will have:

a) Degree in agriculture, rural development, social or development studies or a related discipline 

b) At least three years experience of working in overseas development in a project/programme role

c) Knowledge and experience of programme cycle management

d) Previous experience in preparation of programme proposals for funding agencies

e) Previous experience in report writing for funding agencies

f) Strong analytical skills
g) Experience of working on rural development programmes in Africa

h) Experience in using participatory approaches in project design and implementation
i) Excellent written English
j) Computer literate (particularly Word and Excel)
k) Flexibility and the ability to work in a multi-cultural team

l) Commitment to working with a value-based organisation
m) Self motivated with good interpersonal and communication skills
n) Good organisation, planning and management skills
o) Ability to work under pressure

4. Key relationships:

1. Director UK/Programmes

2. Programme Implementation and Policy & Strategy Units

3. Finance Team

4. Fundraising & Communications Team

5. CEO

6. Country Directors

7. Africa programme staff
5. Area of Responsibility:
 Programme Section: UK and Ireland
6. Expectations
It is expected that you will: 

1. Carry out these accountabilities within the operating and process frameworks that apply to the organisation of Self Help Africa.

2. Work together with all your key internal and external stakeholders within and outside of the organisation.

3. Exemplify the Self Help Africa Core Purpose & Values in practice.
Self Help Africa is committed to equal employment opportunities and diversity










