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	Job Description

	Job Title:
	Regional Programme Manager
	Job Category:
	Programme

	Location:
	Khorogh
	Travel Required:
	Yes

	Direct Supervisory Lines
	-Head of WASH & DRR Programme
-D&I Programme Manager
	Indirect Supervisory Lines
	Country Director 

	Overall responsibilities:

	The overall responsibility of Regional Programme Manager to oversee the smooth implementation of the ongoing different donor funded projects as per approved work plans and manage day to day operations of the programme implementation. Ensure to support the Mission East field team and local partners in a professional and in effective manner and as well in collaboration of Head of WASH & DRR Programme & D&I Programme Manager he/she builds collaborative relations with the local authorities, local partner, beneficiaries, and other likeminded stakeholders. 

	Key Responsibilities and Tasks: 

	Programme Management
· Take overall responsibility of WASH, DRR and Disability & Inclusion focused programme implementation in the region of operation.
· Manage the responsible teams to implement annual and projects-based implementation plan and review whenever is asked or required in consultation with responsible departmental heads.
· Ensure weekly, monthly, and quarterly plans for field teams are in place and followed for smooth implementation. Inform the line Manager(s) in case of any delay or differences. 
· Manage effective implementation to employ ME internal and external technical expertise in WASH, DRR and Disability & Inclusion application.
· Ensure up to date & accurate project monitoring and reporting including Monthly, Quarterly and Annual reports to the specific deadlines of the ongoing projects.  
· Provide reports in accordance with Mission East policies and Country Office requirements for the assigned projects.
· Contribute and assist in preparation, conducting and analysis of assessments, work plans and budgets. 

Staff Management
· Manage field office staff in the implementation of programme deliverables in an effective and timely manner.
· Prepare required job descriptions thoroughly and conduct performance evaluations of direct line supervisees. 
· Ensure efficient coordination with all project staff (technical and administrative) in the field and liaise with responsible staff members in Country Office.
· Together with HR Manager, actively participate in recruitment processes in the field office. 

Finance and Administration  
· In coordination with the field based key staff members and Finance/Admin Officer, ensure cash forecasts are prepared timely and shared with Country Office.
· Check the consolidated reports and give feedback to responsible departmental heads about the expenditures in the ongoing projects.
· Ensure timely procurement and delivery of materials in coordination with Logistic Coordinator and field based logistic officer.
· Monitor and/or review for the work progress from the contractors and local partners before referring for the payments. 
· Support the preparation of budgets for new project proposals.

Coordination and Representation
· Maintain regular contact with government officials, local partners and other INGO’s in the region. Participating and represent Mission East in relevant local coordination meetings.
· Work closely with local authorities to ensure that the programme conforms to governmental protocols/strategies, local development plans, and the Tajik laws. 
· Ensure good working relationship and coordination with local partners for smooth implementation of ongoing projects.

Visibility
· Together with Quality, Accountability and Compliance (QAC) Manager, design visibility material and implement actions to ensure donor’s visibility according to their policies.
· Support field teams actions to ensure high visibility of Mission East activities using print and social media (as agreed with senior management).
· Contribute to development of success stories from the field, and other similar visibility material for sharing with donors or publishing on Mission East website, social media pages.

Monitoring and Reporting 
· Make group or independent monitoring of project activities in coordination with QAC Manager/Officer and other project team members form Country Office.
· Prepare progress reports as per internal and donor requirements.
· In coordination with QAC Manager/Officer, receive grievances from communities and report as per the CHS complaint mechanism process.
· Ensure that project activities comply with the Environmental and social Management Policy from the donor.
· Provision of information as per need in audits and evaluation of the projects.
Apart from the above, the incumbent could be assigned additional activities by the line manager or Country Director as reasonable.
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PERSONAL SPECIFICATION
	Experience

	Essential
	Desirable

	· Advance Degree in Social Protection, Health Science, Disaster Management, Environmental Management, or any other relevant discipline  
· At least 10 years’ experience in programme management. Experience can be considered in lieu of academic qualification, but not vice-a-versa.
· At least 5 years of previous experience with International NGOs in programme management preferably in WASH, DRR and Inclusive Development.
· Solid background in project planning, community mobilization, and staff management  
· Demonstrated experience in preparing work plans, capacity building of staff, and monitoring of projects. 
· Report writing and solid coordination experience.
· Demonstrated experience in financial management and preparation of budgets.
	· At least 5 years of previous experience with International NGOs in programme management, preferably in the field of WASH, DRR and Inclusive Development. 
· Good experience in field-based work.
· Previous experience of work in challenging/volatile contexts.


	Knowledge and Skills

	Essential
	Desirable

	· Proficient in MS Office applications
· Excellent influencing and negotiation skills 
· A strong understanding of project cycle management and monitoring. 
· Working experience in complex scenario and motivation to travel and work in a hard area.
· An ability to delegate, follow-up and supervise as well as support.
· Ability to engage effectively with staff, communities, and authorities.
· Competency in spoken and written English is essential.
· Respect to Mission East Organizational Values 
	· Knowledge of social assessment including Baselines, PRA, Poverty and Preference ranking is desirable



	Personal Qualities

	Essential
	Desirable

	· Ability to deal respectfully, sensitively, and firmly with beneficiaries and staff from a variety of ethnic and religious backgrounds
· Organized with good planning skills
· Ability to meet deadlines under tight schedules
· Good coordination skills
· Positive attitude and has sympathy with Mission Easts’ organizational values
	· Self-motivated 
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