
JOB DESCRIPTION

	Job Title:
	Desk Officer 

	Company:
	Self Help Africa

	Department:
	Programme Department

	Location:
	Dublin

	Reports to:
	Head of Africa Operations 

	Salary range
	€43K - €47K

	Travel
	20%

	Profile:
	Self Help Africa (SHA) is an international NGO, dedicated to the vision of an economically thriving and resilient rural Africa. Headquartered in Ireland, with offices in the UK, the US and six African countries, SHA focuses on agriculture and agribusiness as the engine of growth in Africa.

Our approach is collaborative and market-based: although we see our primary clients as smallholder farmers in Africa, we work with all participants in the agricultural value chain.

With over 300 staff worldwide, and a global turnover of c.€25m, SHA has an ambitious five-year strategy with plans to double income by 2021.

The organisation also has a number of social enterprise subsidiaries - TruTrade, which supports market access for small-holder farmers in the agricultural value-chain; Traidlinks, providing market-linkages to agri-business in East Africa; and Partner Africa, an ethical auditing and consultancy firm that operates across more than 40 countries in sub-Saharan Africa and the Middle East. Self Help Africa is also the lead agency in the delivery of a schools national Development Education programme on behalf of the Irish government, WorldWise Global Schools.



	Purpose
	This role involves supporting SHA’s country teams  in Ethiopia, Kenya and Uganda and the Head of Africa Operations in the effective management of the country programme portfolio, ensuring the highest standards are achieved in our programme delivery and results are used to develop and grow the programme portfolio.
You will line manage a Programme Support Officer and work with the Head of Africa Operations to ensure that the organisation: meets its growth ambitions; develops the continuum from subsistence to markets, from humanitarian to enterprise; generates significant, measurable impact; delivers value for money; learns and continually improves its work.


	Key Responsibilities:
	Role Specific

Programme Support
1. Continuous mentoring and backstopping support to a number of programme countries to ensure SHA’s work is impactful and that there is high quality delivery across all projects. 
2. Line management of Programme Support Officer.
3. Ensure clear programme approaches are implemented and follow a coherent analytical framework / theory of change. 

4. Ensure programme direction is relevant and compliant with overall strategy and policies.
5. Support country programmes to implement good practice in all aspects of programme cycle management.

6. Identify and coordinate programme quality and technical input needs on a timely basis.  

7. Review quarterly spend analysis, programmes reports.
8. Ensure participatory processes and sound partnership approaches are embedded across the country programmes. 

9. Finance: participate in annual budget process for country programmes and for specific programmes; monitor budget versus actual expenditure; ensure value for money in our impact.
10. Humanitarian: support country teams to respond to slow and rapid on-set emergencies and react promptly as emergencies require.
Organisational Learning

11. Contribute to organisational learning with Technical Advisors by coordinating interim and final reviews of our programmes. 
12. Participate in reviews of our programme approaches to assess if they have helped to deliver impact and high quality project cycle management.
13. Ensure that learnings are utilised and inform future programme development and strategy. Work with country teams to identify opportunities for promoting organisational learning to internal and external audiences. 

Programme Development
14. Assist country teams in the design and planning of high quality new projects in liaison with the Programme Funding Dept (budget & workplan development, etc.)  ensuring learning from previous and current programmes is integrated into the design. Lead development and sign-off of PDD, theory of change and logframe
15. Identify opportunities for research or innovation initiatives that can be piloted and / or scaled and liaise with the Programme Funding Dept on securing funding to support these initiatives.
Communication

16. Oversight of communication with contracted funders ensuring appropriate sign off on all submitted narrative and financial reports to donors and liaison with Programme Funding Dept to share information on donor relationships.

17. Maintain an overview of the entire country operation including projects, policy engagement (national and international), travel, visitors, communications and business development activities.

18. Maintain regular written and verbal communications with the country team, primarily Country Director and Head of Programmes.
19. Work with the Communications team to avail of opportunities to promote SHA’s work.
Other

20. Any other projects or duties as directed by Programmes Director or the Executive Director.


	Key Relationships:
	Internal

1. Head of Africa Operations – line manager
2. Programme Support Officer – direct report
3. Technical Advisors and Policy & Research 
4.  Finance Team

5.  Fundraising & Communications Teams
6. Country Directors

7. Africa programme staff 
8. Programme Funding Dept

External

1. Funding partners


	Knowledge and Experience
	1. At least three years’ experience of working in a developing country in a project/programme role.

2. Experience in programme design and using participatory approaches in  design and implementation.
3. Previous experience in report writing for donors and funding agencies. 
4. Good financial ability for budget reviews.

5. Excellent interpersonal and organisational skills.

	Qualifications/Other Requirements
	Essential
1. Degree in development, agriculture or a similar related social discipline or degree combined with relevant experience.
Desirable 

2. Ability to work in French.
3. Experience of humanitarian / emergency work and /or work in fragile locations.

	Role Competencies
	1. Self motivated with good interpersonal and communication skills.
2. Ability to work under pressure.
3. Excellent written English.
4. Flexibility and the ability to work in a multi-cultural team.


Any candidate offered a job with Self Help Africa will be expected to sign Self Help Africa’s Safeguarding Policies and Code of Conduct as an appendix to their contract of employment and agree to conduct themselves in accordance with the provisions of these documents.
Specific roles may require police/DBS/garda vetting.
Self Help Africa is an Equal Opportunities Employer
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