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Position:

Project Coordinator
Project: 
United Nations High Commission for Refugees – Integrated Livelihoods Project Graduation Pilot (UNHCR –ILP)
Responsible To: 
Head of Programmes 

Location: 
Meheba Refugee Settlement (1) and Muyukwayukwa Refugee Settlement (1) 
Effective Date: 
1st September, 2017
1.  Purpose:

The Project Coordinator of the UNHCR-ILP Graduation Pilot has the responsibility of providing overall leadership and technical oversight in project implementation. The Project Coordinator (PC)   will be responsible for ensuring that project activities are well planned, monitored and implemented in order to achieve the set objectives of the UNHCR-ILP Graduation Pilot. The PC will be the representative and point of contact person for the UNHCR-ILP  within the refugee settlements charged with the critical responsibility of building and managing relationships with provincial and district level government partners, community leadership, local key stakeholders, other civil society organisations, private sector organisations  and; with UNHCR .  
2.  Accountabilities & Responsibilities:

Project Management, Co-ordination and Liaison
· Provide the overall strategic vision and leadership to the UNHCR-ILP Graduation Pilot in the refugee settlement.

· Lead the implementation of the project and oversee all aspects of the programme cycle: design, planning, implementation, quality and accountability, monitoring and evaluation 
· Provide oversight of the administrative aspects of the project. 
· Act as the point of contact for the project in the refugee settlement with UNHCR, relevant government departments,  and various local stakeholders,

· Maintain good team communication, engender good team dynamics and take remedial action when problems occur in collaboration with  HOP and CD;
· Line manage all UNHCR - ILP staff  and identify areas requiring capacity building 
· Write and submit activity reports on a regular and timely basis.
· In conjunction with the SHA M&E officer (Lusaka) and the project M&E officer facilitate Monitoring and Learning by ensuring that effective mechanisms are in place so that the project monitors activities and outputs (including community led monitoring) in line with the graduation approach 
· Provide technical input for the implementation of the programme including in the preparation of work plans, strategies, training materials, guides and manuals
· Ensure effective integration of core technical areas – Nutrition, Social Inclusion and Gender, Enterprise Development, and Agriculture
· Ensure that the UNHCR-ILP  collaborates and networks with other stakeholders, such as Government ministries and departments,  NGOs and private sector organisations
· Plan and facilitate partner coordination meetings and learning forums.
· Ensure compliance and adherence to SHA administrative, safety and security policies and to UNHCR regulations and that all incidents (fires, accidents, theft, etc. are reported). Ensure continuous compliance with the UNHCR and SHA funding and procurement requirements during project implementation
· Ensure all SHA safety and security guidelines are followed and that all safety or security incidents (fires, accidents, theft, etc.) are recorded and reported;

· Ensure efficient use and management of project resources including transport

· Provide coverage for other posts when needed and carry out any other responsibilities as requested by the HOP or Country Director

Representation

· In coordination with the Head of Programmes or Country Director, represent the programme at district levels; to donors, local and regional government authorities, other NGOs, and any other parties as required.
3.  Pre-requisites

In order to succeed in this role, it is expected that the applicants will have:
· Formal education to first degree level in the field of agriculture or social sciences but a relevant Masters would be an advantage.   

· A minimum of 5 years’ experience at senior level in a similar position/ environment with excellent management skills and experience in community programming and report writing. Past NGO experience not a must but will be added advantage.
· Experience working with micro, small to medium enterprises and experience designing strategies and approaches for enhancing agricultural production and rural livelihoods among small holder farmers 
· High level skills and experience in facilitation and training 

· High level of initiative, motivation, commitment and professionalism and ability to work with minimum supervision
· Ability and resilience to cope with multiple internal and external demands

· Computer literate with experience in using Microsoft Office suite (primarily Word and MS Excel) and email.

·  Excellent English language skills and a good communicator. 
· Experience in working with refugees or humanitarian situations will be an added advantage.
· Excellent verbal, analytical, and organizational skills 

· Integrity and high standards of personal conduct,

· Clean driving licence

4.  Key relationships:

· SHA’s Country Director, Head of Programmes (line manager), Head of Finance and Administration  and other SHA Programme Advisors
· UNHCR’s livelihoods and programme teams
· Commissioner of Refugees’ Office - Refugee Officers and Refugee Registration Officers for their respective camps; 

· Ministry of Community Development and Social Services Ministry of Agriculture and  Ministry of Fisheries and Livestock;
· The private sector business community and other external stakeholders including established Micro-Finance
5.  Area of Responsibility:
Project Management
6.  Obligations:

It is expected that the Project Coordinator will: 

· Carry out these accountabilities within the operating and process frameworks that apply to the whole of Self Help Africa organisation and to UNHCR principles.

· Work together with all key stakeholders: line and functional to ensure UNHCR objectives, mission and vision are met.

· Exemplify the Self Help Africa Standards of Integrity, Purpose & Values.

This Job Description only serves as a guide for the position available and Self Help Africa reserves the right to make necessary changes. 
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