TPO Programme Co-ordinator

Reporting to the Executive Director

Purpose of Job:

To ensure the effectiveness of service delivery within TPO, by developing implementing and overseeing systems and processes for planning, reporting, monitoring and evaluation across the organisation. 

To provide technical and managerial support to the Executive Director and the teams in relation to all operational matters and to ensure that all activities of TPO comply with each project workplan and logframe

Key Responsibilities:
1. Responsible for the development of systems, structures, procedures and documentation, including HR systems, for the effective operation of all TPO Projects, ensuring good information sharing and collaboration internally 
2. Network and communicate with relevant authorities on project implementation issues 

3. Develop and co-ordinate annual workplans with the teams, with systems to monitor all activities for all TPO projects, against workplans and logframes to ensure a consistently high quality of work and to ensure effective impact 

4. Work in tandem with the Admin & Finance team to prepare monthly, quarterly and annual project activity and financial reports to donors in line with required formats and professional standards 
5. Work with the Admin & Finance team to provide support to TPO team members in the provinces and work closely with them to ensure that projects are running smoothly, to time and budget 

6. Continue to develop improvements in TPO’s overall monitoring, evaluation and supervision systems, as necessary 

7. Manage team members, providing day to day supervision, feedback, and capacity building training 
8. Work towards developing simple systems within TPO to ensure that all activities relate to one another and feed back and forth across activities
9. Provide any other project management information, as requested, and respond to any other project queries 

Specific Tasks: 

a) In liaison with all the Project Leaders and the Finance & Admin. Teams, prepare sound activity reports for the Executive Director, to be submitted to donors and the TPO Board
b) Work with all staff to train them on project management procedures relevant to them
c) Provide support to the office in all project management/monitoring and evaluation, supervision and impact measurement matters
d) Prepare an analysis of the project management reports and commentary at the end of each month and provide a summary for each Management Team Meeting 

e) Assist in the regular review of activities for all TPO projects in liaison with the Executive Director
f) Design, implement and regularly review and update monitoring forms to gather data on all TPO’s community, training and counselling activities, i.e. social context, SHGs, external training schedules and feedback, KRT and counselling data.  Liaise with the Clinical and Research teams to ensure that such data is held in common formats across TPO, user friendly and accessible
g) Ensure that all monitoring statistics are received at Head office regularly each month, collect and collate data, based on annual activity workplans and logframes
h) Use the data to prepare reports and statistics on all TPO activities for the Executive Director and all donors

i) Ensure that all monitoring and evaluation statistics and records are kept properly  up to date

j) Take the lead on developing, regularly reviewing and monitoring guidelines for all TPO activities, progress against key indicators within the Strategic Plan, the annual Staff Development Review process and planning for the work content of the annual Staff Conference

k) Manage those teams reporting directly to this post: the Training team, the Community team, the KRT team, the Trafficking team, and the Prisons team effectively, developing and monitoring workplans, providing training where necessary on all project monitoring and evaluation 

l) Work closely with the Executive Director (who will personally manage the Clinic and Research teams, as well as the Finance and Admin. teams), to ensure good communications across the organisation, regular sharing of information and client data and the smooth overall operation of TPO

m) Undertake any other duties and tasks as requested by the Executive Director

Skills and Knowledge required:

· Advanced Degree in Management, Psychology, Psychiatry or Social Work 

· At least 5 years proven experience in managing multi-disciplinary and multi-donor funded projects in the field of health and/or development 

· Experience in working with NGOs and international agencies 

· Knowledge of a wide variety of computer applications  

Personal Qualities:

· Excellent communication skills 

· Teamworker 

· Planning and organising ability 

· Creativity 

· Commitment to continuous learning 

