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JOB PROFILE

	Job Title:
	Sichuan Programme Manager

	Place of Work/Location :
	Chengdu City, Sichuan Province, China

	Grade:
	Grade 3.1 (international)

	Reports to:
	Head of Programmes Division

	Line management responsibility:
	Programme Coordinator, and section heads of finance, admin and HR of Sichuan Programme

	Indirect line management :
	Yes

	Budget Responsibility:
	Authorization limit for up to maximum GBP 20,000 

	Child Protection Level: 
	2


Introduction
Save the Children UK

Save the Children is the leading UK charity organisation working to create a better world for children. We work in over 50 countries (including the UK), helping children in the world’s most impoverished communities.

Save the Children UK’s work is underpinned by our commitment to make a reality of the rights of children, first spelt out by its founders and now enshrined in the UN Convention on the Rights of the Child. Save the Children UK’s Global Organisational Plan over the next five years identifies four key objectives which are:

· Health - Access to quality local health services
· Freedom from hunger - Local safety nets to reduce malnutrition
· Education - Access to and completion of quality, inclusive basic education
· Protection - Access to, and quality of, local and national protection systems
Save the Children UK in China
Save the Children UK relocated its China Programme Office from Hong Kong to Yunnan Province in September 1995. In 1999 the main representative office relocated to Beijing to enhance advocacy, networking and central government partnerships. In addition to the Beijing Director’s office, SCUK China Programme offices are located in Yunnan, Tibet, Xinjiang and Sichuan. 
As one of the few child-focused international organisations working in China, Save the Children UK addresses the needs of the most marginalized children and young people through direct interventions, training programmes, research and advocacy work. We are working to support work in improving access to and quality of basic services for minority children, HIV/AIDS, and children without family care and protection.
Sichuan Programme

Since the Sichuan earthquake of May 2008, SCUK has been working in Sichuan province to respond to the needs of children. Through its office in Chengdu, SCUK has built a programme focusing on Child Protection, Education and Health interventions. Responding to changing needs in the earthquake affected areas is the immediate priority of SCUK, but a long-term programming need has been identified in Sichuan. Disaster Risk Reduction activities are now being piloted, other existing work expanded, and networks with government enhanced. It is envisaged that SCUK will maintain a long-term presence in Sichuan, eventually expanding its focus beyond the earthquake, both geographically and thematic.
Job Purpose
To provide leadership, direction and management for the Sichuan programme, in ensuring its effective and efficient implementation; to support the China Country Director and Country Management Team, particularly the Head of Programme Division the SC China Programme strategy. The post holder will assume ultimate responsibility for the entire programme cycle management and will be the main point of contact in developing and maintaining working and strategic relationships with Government partners and other bodies.

Duties and Responsibilities 
· Assume duties related to the overall management of the Sichuan Programme, including both financial and administrative management.

· Support the development of various programmes in Sichuan in line with the China strategy and in consultation with the Head of Programmes Division.

· Actively participate in the strategic development of the overall China Programme through Management Meetings and other opportunities for discussion/planning.

· Support measurable improvements in the overall effectiveness and efficiency of the project cycle management systems in Sichuan.

· Represent the interests of SC/UK with key stakeholders at provincial levels.

· Enhance quality and effectiveness of the provincial advocacy programme.

· Facilitate measurable improvements in the level of knowledge and skills of the programme team in Sichuan.

Key Tasks

A) Programme Development

· To provide leadership and direction for Sichuan Programme development on a day to day basis.
· To ensure that all work undertaken is child-focused and contributes to the achievement of the strategy and thematic programme objectives as well as contributing to the development and use of child-focused indicators.

· To manage the child protection, health and education and disaster risk reduction team leaders and support and oversee their work. 
· Ensure that the projects’ impacts are regularly assessed in line with SC Global Impact Monitoring [GIM] Framework, the Thematic Programme Plan and that all assessments include numbers/figures of direct and indirect beneficiaries reached/covered by projects’ work and that these are updated on a regular basis.

· To support the provision of high quality donor proposals and reports [both internal and external] by project and finance staff, as and when required.
· To participate in programme meetings, tasks groups and other strategic meetings.
B) Programme Cycle Management

· To support the development of accurate and timely production of annual operational plans, calendar of important events, HR/HRD plan, project budgets, financial reports and estimate and support all initiatives to strengthen programme and financial accountability at the Programme Management Level.

· To ensure the planning and reporting systems are implemented correctly and on time.
C) Programme Finance and Administration

· To implement a management system that improves overall management in relation to assets and other resources, including staff safety and security and procurement of goods and all other supplies in line with agreed procedures and standards. 

· To support the Finance Manager and budget holders in ensuring financial planning, management, monitoring and control as per agreed SC and donors’ policies, procedures and standards. 

· To ensure all staff adhere to the China Programme Office Manual and policy framework.
· Take overall management of Financial Planning, Budget monitoring, Grant management, and partnerships to ensure full compliance with agreed policy, procedures and systems.

D) Representation 

· To take a lead in, and support staff in, dealings with government representatives, ensuring that all agreements are clear and that all translations are accurate and represent Save the Children’s values and principles.
· To support the maintenance of a high level of representation, coordination and liaison with government and other partners. 

· To ensure that the programme office is correctly and appropriately represented in Sichuan Province and other places where Hefei office works. 
E) Advocacy

· To support the development of a provincial advocacy plan, advising on appropriate advocacy methods and messages.

· Identify, plan and implement programme level research, reviews and evaluations that can contribute to better learning, wider replication and influencing.

F) HR/HRD

· To ensure that staff personnel management systems are in place and implemented: performance management and review, staffs induction and exit interviews, supervision, and recruitment procedures are conducted per standard policy, system and procedures.
· To support staff in sustaining a working environment conducive to team building.
Working contacts

Internal: Management relationship with the Head of Programmes Division; Liaison with China Management Team, Country Director, Country Finance and HR departments.
External: Develop and maintain network and good working relationships with donors, researchers, academics, prefecture and provincial government partners, media groups, training institutes, and beneficiaries/target groups [primary and secondary].

Person specification

Essential: 

· Substantial senior, international programme management experience.
· Strong analytical, proposal and report writing skills.
· Ability to think and plan strategically and recent experience of strategy development.
· Demonstrated skills and experience in project/programme monitoring, review and evaluation.
· Excellent communication and interpersonal skills in a cross-cultural setting.
· Experience in consultative team approaches to decision-making and the ability to work together with a cross-cultural team.
· A commitment to work for the improvement of the poor and to enhance the status of children in society.
· Great flexibility, tolerance and a sense of humour in a sometimes frustrating and tense working environment.
· Ability to work effectively in a relatively isolated stetting and challenging physical psychological climate.
· Ability to function with supervisor and other support persons located in other locations rather than programme office location.
Preferred: 

· Leadership experience in an international NGO.
· Knowledge of cultural, social and political issues of China.
Child Protection  -level 2
Level 2 - the responsibilities of the post do not require you to have one to one contact with children or young people but you may have regular but infrequent contact, usually with different groups of children and young people.
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