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POSITION DESCRIPTION

	POSITION
	Manager, CAN DO Coordination Unit 
	LOCATION
	Alexandria

	SALARY SCALE

AWARD


	ACBC Grade 6  
	REPORTS TO
	Internal: Manager, Humanitarian Emergencies Group, Caritas Australia. 
External: CAN DO Steering Committee Chair  

	FULL/PART TIME


	Full time – 2.5 year contract 
	HOURS PER WEEK
	37.5 hours

	AUTHORISED BY
	Head of Human Resources, Caritas Australia
	DATE ISSUED
	October 2016


Organisational Environment

Place of Work:  The Coordination Unit (CU) will be hosted by Caritas Australia (CA), 24-32 O’Riordan Street, Alexandria, 2015, NSW. CA will provide office space and resources. The hosting agency’s Human Resource policies and processes, including probation and performance management will apply.

CA is the Catholic agency for international humanitarian relief and development in Australia. Through effective relationships with the Church, partners and communities in Africa, Asia, Latin America, the Pacific and Australia, CA helps to end poverty, promote justice and uphold dignity. CA programs promote the good of every person and of the whole person, regardless of people’s religious, political or cultural beliefs. CA envisage a world in which children, women and men most vulnerable to extreme poverty and injustice are agents of their own change and architects of their own development.

Introduction

Church Agencies Network Disaster Operations (CAN DO) is a consortium of eight
 Australian based humanitarian church agencies that exists to build the resilience of communities with whom the agencies work, to strengthen the capacity of partner organisations, and to enhance agencies’ effectiveness in responding to disasters, especially in the Pacific region. 

The Coordination Unit fulfils a central coordination function, managing programming, with direct links to the in-country leads, the steering committee, Australian Non-Governmental Organisation (NGO) member agencies and the Australian Humanitarian Partnership (AHP) Support Unit. Responsibilities of the CU include donor liaison, coordination of consortium members, knowledge management and learning, technical support, program quality oversight, program strategy, and reporting.

Position Impact 
The Manager will direct the CAN DO CU and oversee all of its functions. The Manager will coordinate the contractual arrangements and activation processes for humanitarian responses, protracted crises and the capacity building initiatives. The Manager will be the central point of contact for the operation of the partnership and will have day-to-day line management of up to two staff. The Manager reports internally to the CA Humanitarian Manager, is guided by the Steering Committee Chair, and works in close coordination with Consortium members.  
Primary Objectives /Job Environment
· Develop initiatives with CAN DO agencies and in-country partners that increases their capacity to prepare for, mitigate and respond to the impacts of disasters. 

· Coordinate CAN DO responses to the Australian government’s Department of Foreign Affairs and Trade’s (DFAT) AHP emergency response activations, protracted crises and capacity building program.
· Contribute to a supportive, collaborative team that is responsive to humanitarian needs in the region, fosters strong partnerships and build capacity of partners and staff.

Major Accountabilities

Lead the consortium, providing representational leadership, technical expertise and managerial oversight. Key responsibilities include:
Program Strategy 
· Development and implementation of strategy, including global emergency response, protracted crises, Pacific capability development, innovation pilots and advocacy. 
· Lead the development of proposals and concept notes for new opportunities. 
· Work with Australian CAN DO agencies and in-country CAN DO partner to prepare focal points, strategic work plans with clear objectives and achievement benchmarks.
· Support the development of the Disaster Risk Reduction (DRR) and Disaster Risk Management (DRM) capacity building components of the AHP initiative.
Program Quality 
Monitoring & Evaluation (M&E)
· Lead the development, implementation and continuous improvement of an overall monitoring and evaluation framework and the development of M&E plans and tools. 

Financial Management 
· Ensure efficient management of financial resources, including expense management, the review and program approval of partner financial and narrative reports in line with donor and CAN DO policies.

· Ensure timely submission of financial and narrative reports to donors. 
· Manage DFAT AHP and other back donor funding (e.g. START, Department for International Development (DFID), USAID, Irish Aid, European Union) processes for humanitarian response activations, protracted crises, and Pacific capability building program.
Risk Management 
· Lead a culture of risk management, coordinating all risk management activities, including risk assessment and taking mitigation measures as necessary.
Technical Leadership

Ensure technical oversight. Key responsibilities include:

· Lead technical review and planning meetings with the consortium partners’ advisors/coordinators.

· Provide technical advice on DRR/DRM and ensure that the principles of DRR/DRM are appropriately included in the design and implementation of programs supported by CAN DO across the Pacific regional program.
Representation and Stakeholder Management 
Build and maintain productive working relationships with a wide network of partners and stakeholders. Key responsibilities include:

· Build, maintain and strengthen relationships as the principal CAN DO representative to donors and other humanitarian actors, including DFAT, AHP Support Unit, consortium partners, church officials, Australian Council for International Development Humanitarian Reference Group (ACFID HRG), CAN DO agencies’ Humanitarian Managers, International Program Directors, other International NGOs and humanitarian stakeholders.
· Accountable to the CAN DO Steering Committee for overall strategic direction of the consortium, in close coordination with CA as the lead agency.   
· Act as CAN DO’s focal point for emergency response across the Pacific regional program including monitoring hazards, providing situation reports and liaising with partners and staff in the region.
· Actively participate in and contribute to joint stakeholder initiatives that focus on building humanitarian and DRR/DRM capacity in the region. 
· Attend CAN, DFAT, AHP Support Unit, ACFID HRG, and other church meetings to represent and report on progress being made by CAN DO.
· Represent the CAN DO initiative to the media, in line with CAN DO’s communications strategy.
· Establish and strengthen relationships with donors through both formal and informal briefings for advocacy and communications. 
· Lead program related donor compliance management and submission of donor reports

· Actively engage in and represent CAN DO in AHP Support Unit and response committee meetings.
Coordination of consortium members

· Maintain a framework which maps capacity of CAN DO member agencies. 
· Coordinating member resources, communication, reporting and decision making against the framework. 
· Coordinate with in-country leads on preparedness strategy and implementation and development of concept notes for AHP activation.
· Direct liaison with consortium members to ensure project deliverables.
· Coordination of various working groups established for communications and advocacy; monitoring, evaluation and learning; research and innovation.
Knowledge Management & Learning 
· Lead the research, reporting, education and learning initiatives and disseminate findings within the CAN DO group and successful AHP members.
Decision Making/Reasoning

· The Manager is responsible for day to day decisions related to fulfilling the major accountabilities outlined above; the position requires initiative and highly developed skills of analysis, trouble-shooting, communication, reasoning and judgment. 

· All strategic decisions made by the Manager will be made in consultation and agreement with the CA as lead agency, the CAN DO Steering Committee, and where required relevant agency stakeholders including in-country teams.
All decision making is in accordance with parameters set out in:

· CAN DO Roadmap to Resilient Communities
· CAN DO Memorandum of Understanding 
· ACFID Code of Conduct
· Core Humanitarian Standards
· Relevant Australian Catholic Bishops Conference (ACBC) and CA agency policies, guidelines and codes of practice applicable to the sector
Key Working Communications

	Internal
	External

	Head of International Programs (CA)
	CAN DO agencies & church partners 

	Manager, Humanitarian Emergencies Group  (CA)
	DFAT

	Coordination Unit staff
	AHP Support Unit

	Steering Committee members
	AHP agencies

	CA Pacific Group 
	Church Agencies Network

	Other Caritas Internationalis Humanitarians
	Other humanitarian stakeholders


Knowledge, Skills and Experience (selection criteria)

The successful candidate will demonstrate and provide examples from their professional experience of the following essential skills:

· Essential 

· Tertiary qualifications in international development or other relevant discipline.
· Over five years’ experience in senior leadership roles within the humanitarian sector, preferably with faith based organisations.
· Substantial demonstrable experience in the field of DRR/DRM and humanitarian response, particularly in the Pacific region including a sound knowledge of humanitarian standards and codes.
· Strong leadership abilities and experience in a role managing multiple partners and programs in multiple countries preferably with or through local church organisations. 
· Demonstrated ability to implement projects with rigorous deliverables and timelines in accordance with set timeframes and donor regulations while maintaining high quality and with multiple implementing partners.
· Proven ability in collaborating closely with multi-level stakeholders, including churches, government, donors, and implementing partners with a sensitivity to cultural differences.

· Proven sound judgement and decision-making skills.

· Demonstrated track record of designing, managing and reporting on large and complex grants.
· Evidence of experience in capacity building and mentoring of local organisations, especially small and emergent organisations.
· Highly developed verbal and written communication skills including demonstrated experience in cross cultural communication, negotiation, public speaking, media engagement, mediation, and diplomatic skills.
· Excellent computer skills in a Microsoft Windows and Office environment including Word and Excel. 
· Ability to travel domestically and internationally on a regular basis with capacity to be deployable on short notice where required.

· An understanding of and willingness to work within the Christian ethos. 

· Eligible to live and work in Australia.

· Desirable

· Familiarity with the ACFID Code of Conduct.

· Awareness of Equal Employment Opportunity (EEO) and equity issues in international development.
Risk and Work Health and Safety (WHS)
The incumbent must: 

· Observe safe work practices in accordance with training and instruction given and report any risk to your immediate supervisor.  Risks arising in the workplace may be financial, site, task or person specific or related to safety.

· Actively lead the management of risk and WHS within CAN DO. Identify, report and where appropriate, action risks/hazards in order to eliminate or mitigate against the risk recurring.

· Comply with the ACBC corporate work health and safety practices.

· Participate in the consultative processes provided by the organisation.

Additional Information 

· Ongoing appointment to this position is dependent upon successful completion of a relevant criminal history record check. 

· Adherence to CA guidelines, policies and procedures is required. This includes compliance with the CA Child Protection policy.
· Awareness of Equal Employment Opportunity (EEO) and equity issues in international development as well as CA.

· Commitment to participate in initiatives that foster workplace relations (e.g. performance development reviews, key performance indicators, staff meetings).
· The successful candidate must have and maintain the current right to work in Australia.
Focus Competencies

Integrity

Trustworthy: operates with transparency, honesty and good motivation; inspires trust, respect and confidence; adheres to a set of core values that are represented in decisions and actions.

Behaves ethically and professionally: models the highest standards of ethical behaviour and reinforces standards in others; acts as an advocate for the highest standards of ethical and professional behaviour.
Resilience and Drive

Drive: responds with determination to the challenge of the unexpected and activates own and others energy to work together to achieve the necessary results.

Creativity and Learning Agility
Creativity: sees old problems in new ways; comes up with new ideas or creative ways of doing something.

Learning agility: seeks out and rapidly picks up new ideas, knowledge and techniques and quickly sees broader applications; acts to facilitate adoption of productive new technology; disciplines self to stay on top of and self-sufficient with new technology in the workplace.
Judgement

Problem solving: frames problems before trying to solve them; breaks down problems and identifies all their facets; utilises available resources and analytical thinking to resolve problems.

Analysis

Mathematical and financial reasoning: tracks multiple lines of income and expenses and understands the impact of decisions on the budget; can do complex profit and loss projections.

Communication 

Messaging: confidently presents content, written and verbal, so it is engaging and coherent; ensures the medium used is suitable for the purpose.
Collaborative Relationships

Team work: works as a cooperative team member, acknowledges the efforts of others; offers to help others when workloads are high and keeps the team and supervisor informed of progress; shares skills and knowledge to help others grow; identifies opportunities to work collaboratively with other teams to solve issues and develop better processes and approaches to work.
Empower Others

Coach: coaches staff using a strengths based approach; uses a structured process to transfer skills; provides focussed feedback on key skills; demonstrates flexibility in meeting the diverse needs of staff in order to most effectively transfer skills and knowledge.

Accountability

WH&S, child protection and risks: understands breadth and relevant guidelines and anticipates possible sources of risk and takes steps to eliminate them.
Deliver results: takes responsibility for delivering on intended outcomes and anticipates and assesses the impact of change on team goals, objectives and budgets.
Position Description Reviewed and Approved

	Supervisor/Manager:

(Print Name)             
	
	Date:
	

	Signature


	
	
	

	Head of Human Resources:
	
	Date:
	

	Signature


	
	
	


Acknowledgement and Acceptance

I, the undersigned, as the incumbent of this position, confirm I have read the Position Description understand its content and agree to be employed in accordance with the requirements as detailed in this position description.

I acknowledge the Position Description provides a general overview of the key responsibilities of this position and that I may be required to perform other duties within the scope of my ability that are necessary to fulfill the objectives of the role.

	Occupant:

(Print name)
	
	Date:
	

	Signature


	
	Date:
	

	
	
	
	


Revision History:

� The eight agencies are: Act for Peace; Adventist Relief and Development Agency; Anglican Board of Mission; Anglican Overseas Aid; Australian Lutheran World Service; Caritas Australia; Transform Aid International; Uniting World.





Reviewed: September 2016
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