______________________________________________________________________________________________________________

 Job description 


	Job title
	Support Services Manager 

	Reporting to
	Head of Delegation

	Responsible for
	Support service functions: HR, finance, administration 

	Location
	Port au Prince 

	Contract length
	12 months extendable 


Background to programme
Following the Haiti earthquake of January 2010, under the co-ordination framework of the International Federation of Red Cross/Crescent Societies (IFRC), the British Red Cross Society (BRCS) has established a programme to assist affected communities to recover from the disaster.  

The BRCS programme activities focus around an integrated community approach to urban neighbourhood recovery, including risk reduction and improving community resilience through sustainable livelihoods safe housing, public health improvements and infrastructure repairs and regeneration. 

The programme focuses on earthquake affected urban neighbourhood in Delmas Port-au-Prince, and is expected to last for a further 1.5 years.

Job purpose

	To lead, motivate and support the implementation of effective administrative, human resources and financial functions, ensuring that they are efficiently run.

To oversee and document the establishment and management of working processes across teams to ensure the development and implementation of high quality programme and support functions.

As a member of the Senior Management Team (SMT), to contribute to the overall achievement of programme goals.




Duties and responsibilities

1. To ensure that all programme support functions provide high quality, value adding support to Haiti operations, and are reviewed and improved where necessary.
2. To proactively oversee and document the establishment and management of working processes across teams, ensuring support service resource requirements are considered as part of the development and implementation of high quality programmes.
3. Line management of finance, administration, and HR international staff. Provide clear, enabling objectives, leadership and direction for those functions.
4. Establish and review Haiti’s HR and Finance standard operating procedures and key performance indicators.

5. Monitor security updates, disseminate and maintain in country security regulations. Liaise closely with Head of Delegation on all security and health and safety issues. 

6. To maintain an overview of information & communications technology (ICT) requirements and manage their implementation accordingly. Line manage local IT support staff and liaise with UK-based MIS department and external ICT service providers as required.

7. To manage the functioning of the office and delegate’s accommodation to ensure that they are run efficiently and in a coordinated manner. Manage the international welcome service for BRC office. 

8. Establish and assure implementation of electronic and hard copy records systems. Maintain a contracts register system as well as fixed assets register and inventory.
9. To ensure that the programme complies with organisational standards of accountability and that necessary audit requirements are met.

10. To coordinate and liaise with the IFRC and International Committee of the Red Cross (ICRC) delegations responsible for Haiti operations as appropriate, and particularly with regard to commonly agreed approaches and procedures.

11. Serve as a resource to provide day to day organisational guidance on all policies, procedures and documentation requirements and support smooth organisational functioning and effective programme activities.

12. As member of the SMT, advise on strategic processes, based on regular consultation with the programme, finance, HR and logistic functions, ensuring best practice.
Duties applicable to all staff

1. To work towards the achievement of overall programme goals through the development of effective managerial and lateral relationship and team work.

2. To ensure that programme activities are consistent with the Red Cross Code of Conduct and BRCS policies and to uphold the Fundamental Principles of the RC/RC Movement.

3. In conjunction with relevant programme staff, maintain an effective monitoring and evaluation system.

4. To promote and facilitate the capacity building and development of staff and volunteers.

5. To ensure that knowledge transfer within the programme, and the Movement is achieved, by documenting best practice/lessons learned as appropriate for the current programme and for future use.

6. To perform other work related duties and responsibilities as may be assigned by the Head of Delegation.

7. To work within the BRCS Haiti Security Guidelines. 

Lateral relationships

1. Logistics Manager, Urban Regeneration & Reconstruction Manager, Livelihoods Manager, (Community Mobilisation Manager) and, UK based staff and advisors (including security).

2. Liaise/coordinate with the Federation delegations, Haitian Red Cross and PNS as necessary.

3. Regularly liaise with the Haiti UK HR and finance team on HR or finance related issues affecting the programme. 

Accountability

1. Ensure efficient and effective management of BRCS resources used in the project.

2. Ensure compliance with BRCS procedures, regulations and policies.

3. Ensure BRCS is fully informed on any material developments which could affect the project and/or BRCS.
4. Ensure effective and accurate record keeping of all actions.
Person Specification

General

         Required       Preferred

	In good mental and physical health
	X
	


Education/Training

	Red Cross Basic Training Course
	
	X

	Either Accounting/Finance/Business Management, or Human Resources Qualification
	X
	


Experience/knowledge/ professional skills (professional mastery)

	Considerable overseas experience in a relief or recovery context
	X
	

	Experience of working with a Red Cross National Society
	
	X

	Experience of managing and supporting staff
	X
	

	Experience of designing, planning and managing projects and budgets
	X
	

	Exposure to humanitarian work in the Caribbean
	
	X

	Experience in writing narrative and financial reports
	X
	

	Experience in the organisation of multi-faceted projects
	X
	

	Experience of managing finance, administration and HR functions 
	X
	

	Experience in the use and analysis of financial information
	X
	

	Experience in establishing and documenting quality process systems
	X
	

	Experience monitoring security in an unpredictable context
	
	X


Skills

	Proficiency in using MS Office including good knowledge of Excel
	X
	

	Working knowledge of IT and communications systems
	X
	

	Ability to conduct trainings for local and international staff
	X
	

	Valid international driving permit (manual gears)
	
	X

	Languages – English – proficient oral and written

   French - good oral and written
	X

X
	


General competencies 

	Understands the RC’s Fundamental Principles/mandate
	X
	

	Good team working skills
	X
	

	Strong communication skills
	X
	

	Good planning/analytical skills
	X
	

	Adaptable/flexible
	X
	

	Accountable/ able to make decisions
	X
	

	Sensitive to diversity/ can work cross culturally
	X
	

	Able to problem solve/take the initiative
	X
	

	Good security awareness
	X
	


Management competencies (if applicable)

	Able to lead/direct people and programmes
	X
	

	Able to manage resources (people, financial, physical)
	X
	

	Strategic thinking skills
	X
	

	Risk management skills
	X
	

	Able to develop security plans/guidelines
	
	X


