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 Job Description and Person Specification

	Job Title:
	DRR and Humanitarian Response Coordinator
	Effective date
	May 2020

	Department: 
	Programme Policy
	Job Family:
	Programme 

	Reports to:
	Programme Policy Manager
	Grade:
	Six(6)

	Location:
	Country Office, Kathmandu

	Direct Reports:
	Project Officer_ LNOB

	Job Role

	Role Overview:
	Conceptualise, plan and manage initiation to promote resilience against disaster; and ensure humanitarian response in case of any emergency to contribute to overall organisational mission to achieve social justice, gender equality and poverty eradication in line with AAIN's Strategy 2023.

	Organizational representation
	· This position represents ActionAid Nepal in DRR and Humanitarian related works at the national and international level
· This position acts as focal person for AAIN to ensure that DRR and Humanitarian works related guidelines, policy and systems are effectively developed, implemented and understood by all staff

	Strategy development
	· This position leads and directs the work of AAIN in accordance with sound management practices and ActionAid's development policies and accountability systems


	Organizational systems
	· This position is responsible to adhere/ comply with approved organisational policies and procedures
· This position implements all necessary policies and procedures to ensure that correct procedures are followed by staff under supervision

	Key Accountabilities / Responsibilities


	Key Activities

	Budgeting and planning
	· Lead the APB process for thematic works and the projects and ensure and control of expenditure under the defined responsibility domain
· Contribute to the development, review and consolidation of annual plans and budgets; and the annual national resource allocation



	Monitoring
	· Ensure individual monthly work plans and progress reports are submitted to line manager regularly.
· Monitor & evaluate work relating to Disaster Risk Reduction and Humanitarian response

· Coordinate OIC team in monitoring and evaluating programmes/ projects related to DRR and Humanitarian response

· Support to document and disseminate issues-based learning and share with OIC team for institutional memory.

	Reporting
	· Keep up to date information and data and provide the analysis when required for the continuous improvement of AAIN
· Prepare monthly/ quarterly/ bi-annually/ yearly reports of the work on DRR and Humanitarian response and share it with the LM and concerned teams
· Consolidate and/ or prepare periodic reports of the projects under the accountability domain and share to concerned

· Keep up to date information and data and provide the analysis when required for the continuous improvement.

	Lead the DRR and Humanitarian response related programmes of AAIN
	· Take technical lead in issues relating to DRR, Climate Change and Humanitarian response inside the organization.
· Prepare and review the position paper and Strategic Implementation Framework (SIP) of programme priority # 4 of strategy 2023. 

· Analyse and keep updated information on the various context related to DRR, Climate Change and Humanitarian response

· Prepare and implement annual plan and budget under programme priority # 4: DRR, Climate Change and Humanitarian response.

· Provide thematic imports and support to Programme Officers in the Resource Centres, PNGOs and networks to improve the quality of work. Conduct researches and studies in the Livelihood and Natural Resource issues.

· Prepare/support to prepare advocacy plans at local, regional and international level for the realization of DRR issues for influencing national and international policies.

· Integrate DRR and Humanitarian works with other programme priorities and specially women's rights. 

· Initiate activities related to DRR and humanitarian response to promote innovation in programming   

	Finance Management
	· Control of expenditure and the disbursement of resources of the budget in Finance to ensure the compliance with financial policy

	Networking and Coordination
	· Establish and sustain effective programme network linkages with partners, alliances and key actors working in the field DRR, Climate Change and Humanitarian response
· Play proactive roles in building, supporting and sustaining linkages of PNGOs and alliances with DRR, Climate Change and Humanitarian response issue-based networks

· Build relations with key stakeholders (government, inter-governmental organisations, NGOs, I/NGOs, UN agencies and peoples' agencies, movement and others) network relation within AAIN's programmes in Asia Region and internationally

· Lead to establish consortium of likeminded organisations working in the field of DRR and Humanitarian response and Climate Change for joint actions to achieve organisational mission 

	Contribute to  achieve the organisational priorities
	· Assist the line manager with finalising write-ups specially profiling success and documentation of key initiatives 
· Work closely with RGD and fund-raising team to contribute on concept notes and proposals related to DRR, Climate Change and Humanitarian response. 

· Liaise with Programme Officers and Coordinators of RCs and other related Thematic Coordinators for knowledge generation and effective coordination. 
· Design and ensure effective implementation of related campaigns and engage in related multi country campaigns

· Develop programme priority related strategy and position papers, policy brief, resource book, newsletters and ensure that it is disseminated

· Contribute (lead) the process of organisational Emergency Response Plan (ERP) and other plans related to emergency preparedness and humanitarian response. 

· Consolidate the overall work of AAIN in terms of Disaster Risk Reduction.

	Capacity development
	· Provide technical support, guidelines and inputs to the programme staff  for DRR, Climate Change and Humanitarian response related activities 
· Support to identify training need of PNGOs, organise and conduct necessary training to the AAIN and PNGO staffs and networks

· Produce IEC and resource materials on DRR, Climate Change and Humanitarian response related works

· Support AAIN and PNGO staff in understanding policy work in HRBA praxis Build capacity of relevant AAIN, PNGO staffs and networks on issues relating to Disaster Risk Reduction and Humanitarian response.

· Develop and update training modules of DRR and humanitarian response on regular basis

	Typical People Management Responsibility 

	Approximate number of people managed in total
	1

	Matrix Manager – (projects/dotted line)
	No

	Team Leader
	No

	Grandfather- manager of Team Leaders/Managers
	No

	What is the global remit?  Operates in:

	Own country
	Yes

	Geographic Region
	No

	Multiple Geographic Regions
	No

	Remit covers all ActionAid countries
	No

	Financial (limits/mandates)
	As per AAIN scheme of Delegation

	Direct departmental budget: 
	As per AAIN Plan & Budget

	Organization-wide expenditure 
	As per AAIN Plan & Budget

	Key Relationships to reach solutions

	Internal (to ActionAid or team)
	External 

	All departments of AAIN, Resource Centres, international and Regional Offices
	Other INGOs, Government Line Agencies, Alliances and  other stakeholders

	Person Specification

	Education & Certifications
	· A Master’s degree in Social Science/ Development studies or any other relevant degrees from a recognized University

· Training in Project planning and management , Human Rights Based Approach, Participatory approaches and methodologies , Governance, Civic empowerment and accountability, Monitoring and evaluation

	Essential Experience
	· At least 5-6 year’s work experience in related field in similar role and similar organization 

· Experience of working in multi-cultural environment

	Essential Knowledge
	· Thorough understanding of development and human right issues in the country 

· Sound and up to date knowledge of development concepts, methodologies

· Sound knowledge in the political, social, economic and historic environment in which ActionAid’s poverty alleviation programmes are operating 

	Language proficiency
	· Excellent communication skills (reading, writing, listening and speaking) in both English and Nepali

	Essential Skills
	· Excellent people/interpersonal skills including listening, communication, coordination, collaboration and influencing 

· Proven self/people management skills

· Demonstrated ability to work under reasonable pressure, deadlines, and multiple priorities

· Expert in analysing data and translating them into easily understandable user-friendly information  

· Skilled at solving problems using innovative approach

	Personality trait
	· Organized

· Persistent

· Collaborative

· Wants to lead


This Job Description covers the main tasks and conveys the spirit of the sort of tasks that are anticipated proactively from staff. Other tasks may be assigned as necessary according to organizational needs.

It is part of every staff member's responsibility to contribute to AAIN's mission and comply with AAIN’s values, which are: Mutual respect, Equity and justice, Integrity, Solidarity with the people living in poverty and exclusion, Courage of conviction, Independence, Humility.
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