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JOB DESCRIPTION

	Job Title:
	Project Manager

	Company:
	Self Help Africa

	Department:
	Programme

	Location:
	Addis Ababa with regular domestic travel 

	Contract Type:
	Full Time Two Year Fixed Term/37.5 hours Per Week 

	Reports to:
	Head of Programmes (HoP)

	Staff Reporting to Post holder:
	Project officer, project field staff

	Salary:
	 Negotiable within SHA scale

	Purpose:
	The Project Manager has the responsibility to ensure that all of the day to day activities of the projects to which he/she is assigned are implemented according to schedule, budget and quality in accordance with SHA principles and guidelines. S/he will continually monitor all aspects of project performance. S/he will be responsible for outlining a work plan for the implementation of this project including identifying methods of operations for effective programming and maximum results. He/She is also responsible to plan, organize, direct, implement, monitor, budget and report on the project.


	Key Responsibilities:
	· Manage all operations related to all projects s/he is assigned according to the work plan, budget and implementation strategy 

· Prepare project implementation plans, budgets and carry out proper implementation of the project. 
· Review and update the work plan as needed throughout the project, integrating learning from M&E activities in cooperation with the program team
· Manage program budgets, including tracking of financial and material resources using established budget management tools and systems.
· Ensure accurate and timely reporting of program finances and progress status; review actual financial performance against the budget; and explain variances on a regular basis.
· Initiate all procurement and tender processes related to the project in coordination with the procurement team in compliance with SHA policies and procedures 
· Ensure all programming, financial and administrative matters related to the project are transparently, expediently and effectively managed, in line with SHA and donor rules and regulations;

· Undertake regular monitoring and periodical evaluation of project activities and compile findings 

· Document all program activities, achievements and challenges in monthly, quarterly and final reports and by any other means as requested by the donor
· Organize, conduct and facilitate different training to develop capacity of the community and other stakeholders

· Prepare training materials, proceedings, posters, etc as deemed necessary

· Take part in the development of project proposal and concept note development 
· Ensure that all projects are nutrition and gender sensitive
· Coordinate and manage relationships with the stakeholders of the project, including beneficiaries, consultants, contractors, partners, local government and other organisations
· Conduct periodic reviews of staff performance in keeping with SHA's PDR system and mentor staff under his/her supervision to ensure high levels of motivation, commitment, capacity, and teamwork.
· Manage recruitment portfolio for the projects s/he assigned, in collaboration with Human Resources and SHA country program management, to ensure optimum service delivery through recruitment of competent and qualified staff.
· Ensure project operation complies with the rules and regulations of the government of Ethiopia  

· Ensure office operations are running effectively and are compliant with all internal and external regulations.

· Other duties as assigned


	Key Relationships:
	Internal

· Head of Programmes
· Country Director
· Country program team and technical advisors
· SHA/Ethiopia administrative and finance team

· HO Programme Support Coordinator and Programme Quality Advisers
External
· Regional, zonal and district governments
·  Implementing partners

	Knowledge and Experience
	· First degree or preferably Masters in Agriculture, Agricultural extension, Agricultural Economics, Agri-business or related fields; 

· At least 5 years of proven experience in implementing agricultural development projects; of which two years at supervisory level preferably in an INGO environment


	Qualifications/Other Requirements
	Essential

· A high level of understanding of project cycle management approaches, project appraisal and monitoring and evaluation.
· Strong understanding of the concepts and practices of small-holder agriculture

· Proven experience in capacity strengthening of smallholder economic collectives, cooperatives/ unions. 

· Understanding of institutional capacity-building and organizational change.
· Considerable experience in budgeting/financial procedures, and writing management and financial reports to donors

· Experience in participatory market surveys and value chain analysis of different agricultural commodities

· Good knowledge and understanding of key aspects of development work; including food, nutrition and livelihood security and cross-cutting themes (e.g. youth, social inclusion, environment);

· Demonstrated analytical skills and ability to think strategically.

· Result-oriented, and demonstrated ability to take initiative, solve problems, facilitate and coordinate team work in view of achieving expected plans and outcomes.

· Experience and demonstrated skills in interacting with partners and allies, government and stakeholders

· A strong commitment to the aims, objectives and values of the SHA Ethiopia Country Programme,

· Very good level of spoken and written English; 
· Very good working knowledge of MS Office (Word, Excel, PowerPoint) and general IT skills 
Desirable 

· Good understanding of the Ethiopian Government structure and system as well as extension services;
· Experience in team management and coordination;
· Practical experience in gender mainstreaming (such as gender analysis & gender auditing)
· Knowledge of nutrition sensitive agriculture approaches
· Ability to communicate effectively in more than one national language;

	Role Competencies
	· Commitment to international and humanitarian NGO codes, standards and practices; 

· Experience in all phases of project management 
· Good organizational skills including the ability to plan, design implement monitor, evaluate and report on SHA's projects

· Demonstrated creative problem-solving skills
· Highly developed interpersonal communication skills 
· Demonstrated decision-making and leadership skills and excellent time management capacities
· Willingness to learn new skills and methodologies
· Ability to work under pressure, independently and with limited supervision 
· Proficiency in computer applications such as Microsoft Word, Excel, Access, PowerPoint and Outlook express 
· Strong training & facilitation skills;  
· Ability to initiate and manage change and to recognize and adjust to rapidly changing conditions;  
· Flexibility to work effectively both in a team and independently.
· Demonstrated personal accountability, driven to serve others and achieve results.
· Excellent communication skills, both oral and written.
· Good resource (people, finances, asset) management skill
· Ability to work effectively under stressful conditions
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