
[image: image2]


[image: image4.jpg]



[image: image1]
Application pack
Programme Funding Officer – East Africa

Job description – Programme Funding Officer – East Africa
	Place of Work:
	WaterAid, London

	Salary:
	Band D

	Reports to:
	Programme Funding Manager


Introduction

The Programme Funding Unit sits in the Communications and Fundraising Department and is responsible for developing and supporting funding proposals and reports for WaterAid from statutory donors (multi-laterals, bi-laterals and larger foundations), the team is made up of the Head of Programme Funding, Programme Funding Managers and Programme Funding Officers.   Programme Funding Officers are normally allocated one of WaterAid’s regions (West Africa, East Africa, South Africa and Asia) to work in.

Job Purpose

1) To develop and support the writing of funding proposals and reports for contracted funding. 

2) To provide quality control and monitoring of funding contracts.

3) To support and provide capacity building for WaterAid’s country programmes, and other WaterAid staff including Alliances, in development and management of statutory funding. 

Key accountabilities

1.
Development of new proposals 

· With Programme Funding Manager (PFM), Regional Team, Country Programmes and other relevant teams, select suitable projects to offer donors and develop an annual schedule for preparation of such proposals.

· Support Regional Team and Country Programmes to prepare proposals and budgets.

· Research of new donors and develop proposals.

· Support to Country Programmes in developing and implementing Country Funding Strategies to meet the targets and procedures set within departmental funding strategies and policies. 

· To ensure clarity on roles with other relevant staff in contract management and monitoring of all new proposals. 
2.
Contract management 

· To support Country Programmes in managing all aspects of contracts, including advice on guidelines and procedures, setting annual reporting timetables, making claims etc. The level of direct management of contracts will vary from country to country, over time, and depending on the complexity of the contract. 

· Support Regional Team and Country Programmes to prepare donor reports and evaluate donor-funded programmes.

· Work with the PFM, regional teams, Country Programme and Finance Department staff to ensure sufficient capacity (staff, systems, skills) in place to effectively predict record and monitor income and expenditure.

· To work with Finance staff based in the Operations department and PFM to ensure systems are up to date and accurate. 

· Support PFM in management of contracted income 

· Work with PFM and Regional Programme Officers to monitor programme funding links on the MS Access-based project linking database.

· To attend funding meetings to review funding processes and progress with the regional desks, including chairing when necessary.

· Lead workshops on contract management for specific contracts

3.
Updating WaterAid’s donor knowledge

· To keep up to date with donor policies, application and reporting processes and contractual requirements, and act as a source and disseminator of this knowledge.

· To work with the PFM to keep Country Programmes up to date on programme funding progress and new opportunities, including contributing to the regular Programme Funding Update newsletter. 

· Work with the PFM, and in consultation with other teams in the Communications and Fundraising Department and throughout the organisation, in identifying and developing relationships with potential new 'public' funding sources (UK and other governments, multilateral institutions, development banks, specialist INGOs, major international trusts etc.).

· Work with Country Programmes to help develop knowledge and relations with local donors. 

4.
Development of policies and procedures 

· To assist in the development and updating of capacity building tools, to inform and guide the process of attracting and managing programme funding.

· To help guide and implement the departmental and country funding strategic development process, following from the finalisation of the organisational fundraising strategy.

· To keep the department up-to-date on significant concerns, risks and issues affecting the management of donor contracts and broader relationships.

5.
Developing the fundraising skills of International Department staff.

· Work with the team, Regional Team staff and others in the Communications and Fundraising, the International Operations and Public Policy and Education Departments in the UK to help develop the standard of proposal and report writing, to share experience between staff and to develop a consistent and effective style of engagement between WaterAid and programme donors.

· Provide support (on a request and assessed basis) to Country Programmes to help develop country-based staff (including partner) skills in the above areas. Work with the PFM and Regional Programme Officers to ensure these needs are met.

· Assist the Department in its long term goal to have more of the funding proposal writing and reporting work managed in-country.

6.
Learning responsibilities

WaterAid is currently reviewing and developing its approach to learning as an organisation. The PFO post’s specific learning responsibilities include:

· Participating in, and contributing to, dept and cross-dept discussion/task groups.

· Contributing to information exchange and document sharing systems such as the intranet, WAX and PenLib.

· Developing and maintaining relationships with appropriate individuals, organisations and networks outside WaterAid, and providing periodic feedback to colleagues on activities etc. 

· Actively contributing to WaterAid as a learning organisation; particularly through development of knowledge of new donors, through capacity building activities, and through the production and dissemination of progress reports to external organisations.

7.
Miscellaneous

· Deputise for PFM where requested.

· Work with Alliances – support proposal and report writing for American, Australian and Swedish donors. 

Person specification 

Essential

· Experience of fund-raising from programme / statutory donors, including being responsible for proposals and narrative / financial reports.

· Experience of EC budget lines, including financial reporting.

· Experience of responsibility for institutional donor contract management.

· Experience of conducting training or other capacity building initiatives

· Experience of working or travelling in the developing world.

· Degree or equivalent qualification

· Familiarity with the procedures and rules regarding NGO co-financing proposals and reports to DFID, the EC and other donors.

· Excellent written and spoken English.

· Excellent presentation skills.

· Computer literate and able to work in Microsoft XP environment, particularly MS Excel.

· Numerate and able to understand and work with project budgets and financial reports.

· Able to work with financial management systems

Desirable 

· Experience of fund-raising in international development NGOs.

· Experience of researching new potential institutional donors for UK development NGOs.

· Experience of developing and submitting funding proposals to other statutory bodies, European governments, international NGOs, development banks or major trusts and foundations (including US and / or European based organisations).

· Working knowledge of one of WaterAid’s regions (East, Southern and West Africa or South Asia)

· Experience of submitting proposals to and dealing with in-country offices of DFID, the EC delegations or other donors.

· Experience of working in strategic development

· Degree in water and sanitation, hygiene education or other development-related subjects.

· Understanding of issues around access to water and sanitation services in developing countries.

· Existing contacts with institutional donors.

· Good team worker.

· Self motivated and able to work with minimal supervision

· Understanding of development issues

· Commitment to WaterAid’s values and a working style that reflects these.

· Proven ability to work with people from a range of cultural, social, ethnic background and with different skills.

Abbreviated Terms & Conditions
Salary 
Starting salary ranging from £29,218 pa
Location 
WaterAid, 47 - 49 Durham Street, London, SE11 5JD with up to 8 week’s overseas travel to the region
Working Hours 
Full time (minimum 35 hours per week). Core office hours are between 10.00am and 4.00pm.
Annual Leave 
25 days per year. This increases to 27 after four years’ service.  Plus UK public holidays.  
Contract Period 
The post is offered on a permanent contract.
Probation 
The appointment is subject to the satisfactory completion of a six month probationary period.
Benefits 
Pension scheme (optional) with The Pension’s Trust. Non-contributory employer contribution of 5%. WaterAid can then match any employee contributions up to a further 5% of salary.


Interest free season ticket loan


Employee Assistance Programme (access to 24 hour free and confidential helpline)


Child care voucher and Bike salary sacrifice schemes 

Recruitment process

Closing date: 
10am 08 July 2009 
Interviews: 

First interview 10 July 



Second interview Tuesday 14 July 
To apply, please send us the following:
· A supporting statement of no more than two A4 pages with a summary of 
· why you are applying for this opportunity

· your skills and experience and how these are relevant to the role

· how you meet the person specification requirements

· what you hope to gain from this role

· what in particular you can contribute to the Programme Funding Team

· A copy of your current CV

· The completed equal opportunities monitoring form.  A copy can be found at the end of this application pack.
Please let us know if you have any special requirements, should you be selected for interview.

Send your application to jobs@wateraid.org. 
Alternatively post it to the HR Department, WaterAid, 47-49 Durham Street, London SE11 5JD or fax it to +44 20 7793 4994 under confidential cover.
When emailing or posting applications please ensure that it will arrive by the closing date. 
Equal opportunities monitoring form

Please complete and forward this section of the pack with your application. It will be separated from the rest of your application on receipt and will not be used for shortlisting or shared with the recruiting manager.

Where did you see this vacancy advertised? _______________________________

Ethnic Origin

A - White 
□ British 
□ Irish
□ any other White background, please specify 
B - Mixed 
□ White & Black Caribbean  
□White & Asian 

□ White & Black African 
□ any other Mixed background please specify ______________
C – Asian 
□ Indian 
□ Pakistani 
□ Bangladeshi 
□ any other Asian background please specify _____________

D – Black 
□ Caribbean □ African 
□ any other Black background please specify_______________
E – Chinese or other ethnic group

□ Chinese 
□ any other please specify __________________
Sex 

□ Male 
□ Female

Faith/Religion□ Sikh 
□ Buddhist 
□ Christian
□ Hindu 
□ Muslim 
□ Jewish 
□ none 
□ other please specify_________________

Age 

□ under 20 
□ 20-24 
□ 25-29 
□ 30-34 
□ 35-39 
□ 40-44 
□ 45-49
□ 50-54
□ 55-59

□ 60-64
□ 65 +

Disability
Are you a disabled person? 
□ Yes 

□ No

For office use only: Ref PFOJUN09 
□ Short listed 
□ Appointed
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