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                                             Save the Children

Job Description


	Title: Camp Coordinator 

	Reports To: Field office manager and Technically Edu and CP program Manager 
Positions report to this position are Child protection officer and Education officer 
	LOCATION:  Terkidi, Gambella

	GRADE:  3B
	Contract Length: one year with the possibility of extensions 

	Child Safeguarding: Level 3 - the responsibilities of the post may require the post holder to have regular contact with or access to children or young people

	ROLE PURPOSE:  ROLE
The Program Coordinator, under direct supervision of Field Operation Manager, is responsible for the overall delivery and management of Education and Child protection refugee response program activities in Terkidi/ refugee camp and host community, in Gambella field office. He/she is specifically responsible the overall project budget and human resource planning; ensure quality, efficient and timely implementation of the child protection and education project activities; ensure efficient use of financial and other project resources; manage and lead child protection and education project officers effectively.  The position holder will establish and strengthen coordination; work with local government stakeholders and partners in the targeted district/camp. He/she is expected to form a good working relationship with the zonal and worada gov’t offices, UNHCR, ARRA and other NGO/IPs. He/she will liaise with field offices; supply chain and finance coordinator for effectively coordination of logistics assigned to the project. The program coordinator will ensure submission of quality reports and other deliverables from his/her team to programs and FOM.



	MAIN RESPONSIBILITIES
1.Project Management
· Prepare DIP, phased budget, procurement plan, review the project work plan, implement and monitor child protection and education activities and ensure that program objectives and activities are in line with in the context of Save the children, values, aims and objectives.

· Oversee project implementation to ensure timely delivery of project activities

· Facilitate CP & education, related trainings in all active grants to incentive workers and program officers

· Provide support and supervise the functionality of the community-based structures (CPCBCS, PTA, Community reference group, mothers group and child clubs)

· In compliance with internal SC and any relevant external donor requirements write, review, compile and share camp specific project report and progress reports on weekly, monthly, quarterly and annual basis

· Integrate and mainstream CP in education- monitor the safety of the school for children, identify children of concern in the school and link with the case management work, follow up if UASC are attending school

· Identify critical program gaps and vulnerabilities, and clarify roles, responsibilities and accountabilities to effectively address those gaps.

· Ensure the consistent, proper and confidential documentation and case management system for UASC and other vulnerable children.

· Check the case referrals to be made to other agencies and follow up on the progress. Furthermore, ensure necessary attention is given to children of concern through the provision of case management, referral services, material and other psychosocial supports.

· Provide inputs on the development of project concept note and proposal

· Ensuring activities are compatible and linked with the existing other project activities if necessary, with other sectors and actors.

· Take measures and recommend directions to improve the quality of child protection and education program works and to maximize the benefit children should get from it.

· Follow up the proper functioning of the facilities availed in the CFS and ECCE centers.

· Represent Save the Children in camp level coordination platforms working closely ARRA and UNHCR camp leadership

 2: Human Resource Management
· Line management of Terkidi camp-based staffs

· Ensure staffs respect working hours and be at their duty station on time.

· Make sure staffs submit annual goals and quarterly deliverables and carry out one to conversation on quarterly basis and give the necessary feedback, follow up and support to improve staff performance.

· Ensure all staffs under their supervision have filled and submitted their monthly timesheet to their manager.

· Ensure staffs under their supervision are at the highest standard of code of conduct and behaviour.at all times.

· Ensure the integration and harmonization of project team with other field office program and support staffs.

· Conduct regular camp-based staff meeting

· Liaise with program and HR units, identify technical staffing needs for program, support recruitment, induction and training of new program staffs.

3: Financial Management
· Ensure that project resources are efficiently utilized through continuous update on the DIP.

· Working with the PM prepare monthly budget forecasts, field payment schedules, procurement plan and work terms of references in line with SCI working documents.

· In close collaboration with PM review and analyses monthly budget versus actual reports and share feedbacks as required.

· Contribute Award Implementation Review (AIR) and align with budget lines

4: Coordination and networking
· Play key roles in coordinating and supervising child protection and education related activities and in coordination with ARRA, UNHCR and other implementing partners.

· Working closely with child protection and education programs, develop partnerships to leverage resources, ensure adequate coverage in the refugee response and ensure adequate funding consistent with SC resource mobilization strategy and Cat 2 response plans.

· Interagency coordination forums, advocating for the specific needs of children. This may involve supporting/participating in a camp-based coordination meeting and task force/working group meetings to maintain smooth working relationship with IPs, identify and advocate for key child protection and education concerns/challenges and work together with relevant stakeholders to

· achieve better results

· Proactively engage on inter agency assessments, joint monitoring and evaluation

· Ensuring assessment findings are documented and that all assessments include a specific analysis of children’s needs.

· Represent SC on the coordination at camp level

· Attend camp-based coordination meeting facilitated by UNHCR and ARRA at Terkidi camp. In addition, compile and share weekly meeting reports for FOM and programs.

· Led on initiating, facilitating/co-facilitating CP/SGBV and education cluster meetings in Terkidi camp.

· Coordinate the link and flow of information among CP and Education officers and others actors

  6: Monitoring and Supervision
· Monitors all camp-based activities and daily supervision guidance to camp based staffs (Teachers, social workers, CP and Education officers)

· Monitor the quality of CFS and ECCE services (the structures, social workers, children, parents, ECCE teachers, etc.)

· Documentation and sharing of best practices, lessons learnt through project implementation.

· Ensure mechanism of provision NFI based on the do no harm principle and best interest of the children

· Strengthen accountability by supporting systems to seek, receive, and respond to beneficiaries’ feedback, suggestions, and complaints

· Ensure access to relevant guides and tools/checklists (case prioritization, CFS activities, CC guidelines, ECCE tools and guides) to all program officers and incentive workers

· With support from the MEAL unit put in place an M & E plan for projects and ensuring its linkage with reporting requirements

· Contribute to the development of appropriate and effective program monitoring/MEAL systems

· Ensure that all program officers adhere with project milestones and periodically update DIP and other essential working documents.

 7: Problem solving
· Regularly scan environment and plan and address issues in timely manner

· Ensure effective communication and facilitate discussion among team members

· Timely communicate issues that need the attention of FOM, Program and HR unit.

8: General/Others
· Monitor movement of the camp based vehicle with logistic staffs

· Facilitate all logistics arrangements ensuring work hours and presence in the camp (e.g., vehicle and following up if all staff leaving to the camp on time)

· Comply with Save the Children policies and practice with respect to child safeguarding, code of conduct, safety and security, equal opportunities and other relevant policies and procedures.

· Carry out additional tasks as required

· 

	The Role Competency Requirements.
Job Qualifications:
Essential
· A minimum of 4 years’ experience in the Management in the INGO environment, including significant field operations experience running both development and emergency programs.
· Minimum Qualified for BA Degree or equivalent in  project management, business administration , Development Studies, or other business management fields 
· Field-level experience in  INGOs in international development and emergency programs

· Knowledge of key institutional donors and their compliance requirements in respect of logistics and procurement 

· Highly developed interpersonal and communication skills including influencing, negotiation, and coaching.  

· Experience in solving complex issues through analysis, the definition of a clear way forward, and ensuring buy-in.

· Commitment to Save the Children values.

· Ability and willingness to change work practices and hours in the event of major emergencies including travelling at short notice and for extended periods.
· Highly organized with good administration skills for order and information management, able to develop filing systems and databases to ensure an auditable trail.
· A high level of computer literacy (word, excel, PPT, etc)
Desirable;
Excellent communication & interpersonal skills
Computer skills, especially Microsoft Office
• To meet the value system, the post holder is expected to demonstrate the following competencies on an ongoing basis.
• Leading Delivering result: Takes personal responsibility and holds others to account to deliver our ambitious goals for children, continually improving our performance or that of the team/organization.
• Thinking applying technical and professional expertise: Applies the required technical and professional expertise to the highest standards; promotes and shares best practices within and outside the organization.
• Engaging
• Working effectively with others: Works collaboratively to achieve shared goals and thrives on diversity of people and perspectives; knows when to lead and when to follow and how to ensure effective cross-boundary working.
• Communicating with Impact: Communicates clearly and confidently with others to engage and influence; promotes dialogue and ensures timely and appropriate messages, building confidence and trust with others Holds suppliers accountable to deliver on their responsibilities.
SC Core Values:  Accountability, Ambition, Collaboration, Creativity, and Integrity. 

Ambition:

· Sets ambitious and challenging goals for themselves and takes responsibility for their personal development.
· Widely shares their vision for Save the Children and engages and motivates others.
· Future-orientated, thinks strategically and on a global scale.
Collaboration:

· Approachable, good listener, easy to talk to; builds and maintains effective relationships with colleagues, Members, and external partners and supporters.
· Values diversity and different people’s perspectives, able to work cross-culturally.

Creativity:

· Develops and encourages new and innovative solutions.
· Cuts away bureaucracy and encourages an entrepreneurial approach.
Integrity:

· Honest, encourages openness and transparency, and builds trust and confidence.
· Displays consistent excellent judgment.
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