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	Unit
	Ruvuma Programme Coordinator

	Location
	Ruvuma - Tanzania

	Salary
	Approx gross salary 15,685,464Tsh per annum. Net salary 11,123844Tsh per annum (pro-rata) 

Please note this gross salary is an indicative figure. Restless Development commits to paying net salaries to ensure fairness across the global organization. This will not affect net salary

	Benefits
	24 days annual leave plus public holidays in Tanzania, and access to a national health insurance scheme

	Restrictions
	1 year time specified contract (possibility of extension)

	Reports to 
	Southern Highlands Programme Manager

	Direct Reports 
	2 X Assistant Programme Coordinators
1 X Finance and Administration Assistant (day to day supervision of this post on behalf of the FAM)

	Key Internal Staff To Work With To Deliver on Role

	Senior Manager of Programmes
Programme Quality Team
Finance and Administration Manager
Finance and Administration Coordinator Southern Highlands
Programme Coordinators – Iringa and Mbeya
Next Generation Programme Team

	Expected travel
	Regular travel in –country

	
	

	Context
	Restless Development Tanzania (www.restlessdevelopment.org) is the leading youth-led development agency. We have been working in Tanzania since 1993 and have established an impressive track record in delivering grassroots impact through youth led development programmes aligned to the Government of Tanzania’s poverty reduction plans and Millennium Development Goals. We are entering an ambitious new strategic plan from 2011-2015 focused in the areas of sexual reproductive health and rights, livelihoods and employment, and civic participation. We are looking for a talented and experienced programme coordinator to manage our regional programme in Ruvuma. Working with rural communities, young people and local stakeholders throughout the region, your role will be to oversee our youth led programme delivered through national and community volunteering in the goal areas, and ensuring integration of policy monitoring and advocacy, youth sector coordination and partnerships, and sharing of good practice across all our projects.

This is a key position within our programmes team, and you will be responsible for meeting programme quality standards for your unit. You will be a committed and talented individual with a background in community development and working with young people. You will contribute to programme planning, implementation and review with the programmes management team, and proactively share your expertise to strengthen our Southern Highlands programme overall. You will be committed to Restless Development’s mission and values and will act as a role model within the organisation at all times.

	
	

	15% of time
	Strategy and Direction – Ruvuma Regional Programme

	Main
Responsibilities
	· Working with the Southern Highlands Programme Manager, you will coordinate the design, development, implementation and review of the Ruvuma Regional Programme, ensuring alignment to  the national strategy of the organisation and stakeholder participation
· Maintain oversight of the development of the volunteer led programme ensuring the training, materials, and support are implemented consistently 
· Working with the programme quality team, you will coordinate the monitoring and review of the Ruvuma Regional Programme to ensure impact of our work
· With your team, you will identify strategies to improve and strengthen achievement of Ruvuma targets ensuring management for impact
· Within the Southern Highlands team, you will lead as a learning focal point on one of the goal areas
· Work with the Next Generation Leaders Programme Manager to strengthen the alumni engagement, policy and advocacy, and careers and entrepreneurship work in the Ruvuma region

	20% of time
	Programme Quality and Programme Delivery

	Main Duties
	· Ensure that our programmes in the Southern Highlands (including volunteer recruitment, selection. management, training) reflect the operational standards, strategy and practices of Restless Development 
· Ensure the timely compilation of programme quality data reporting including submission of the monthly reports to the programme quality team 
· Be an active member of the programme quality group – supporting management and direction for the programmes team and the organisation – bringing learning’s, best practice, and examples of innovation from Ruvuma
· Oversee the production of case studies for the Ruvuma programme
· Ensure that Ruvuma RPO Programmes reflect the operational standards, strategy and practices of Restless Development Tanzania 
· Monitor and manage programmatic performance in Ruvuma against annual targets ensuring Ruvuma exceeds targets at output and outcome levels
· Support coordination of the annual programme review for the Southern Highlands Programme
· Provide technical support and capacity building to programmes staff to maximise coordination and delivery of programmes
· Lead on capacity building workshop &  workshop on sustainability for CAG, V/WMAC and teachers as planned
· Ensure sensitisation of the communities where we work are carried out and that local stakeholders are engaged in all aspects of the programme

	20% of time
	HR and Performance Management

	Main Duties


	· Carry out regular performance and line management of the Assistant Programme Coordinators in Ruvuma in line with Restless Development policy
· Provide day to day supervision and support for the Finance and Admin Assistant on behalf of the Finance and Admin Manager
· Carry out field support visits to ensure your team is actively supported in delivering their work
· Assess and develop annual capacity building plans for your team 
· Oversee volunteer management and support standards across the regional programme 
· Uphold Restless Development codes of conduct and staff policies at all times 

	15% of time
	Financial Management

	


	· Accountable for financial management in Ruvuma regional programme
· Ensure that all financial policies and procedures are upheld by staff and volunteers and action is taken where standards are not met
· Lead the Ruvuma regional programme annual budgeting process
· Ensure spending within budget parameters and in line with plans
· With the Finance team, prepare monthly budgets and requisitions, with an understanding of current budget position per item line
· With the Finance team, prepare monthly expenditure reports against approved budgets, providing detailed variance analyses
· Manage and authorize the monthly reconciliations of cash and bank books
· Ensure that all requisitions and retirements are appropriately authorized; and that all expenditure is backed up by the required support documentation
· As principle budget holder for Ruvuma, ensure that value for money is obtained in all purchases through the team, and that all purchases are in line with our policies and procedures

	15% of time
	Partnerships and Visibility

	
Main Responsibilities

	· Develop and manage strategic partnerships with local government, civil society, and the private sector in Ruvuma to ensure our programme is visible and adds value to sector plans
· Identify and engage local media to create visibility of the programme, our goals, and the role of young people in development
· Coordinate the mapping of resources with partners within Ruvuma region to strengthen our programme and interventions
· Ensure effective sensitisation and relationship management with local stakeholders in the programmes area from community to regional level
· With the Fundraising Partnerships Manager, identify opportunities and support the development of high quality proposals
· Ensure systematic sharing of programmes information and results, and  Restless Development Tanzania Quarterly Reports, with all appropriate partners and stakeholders in Ruvuma region

	5% of time
	Values Based Leadership 

	
	· Production of monthly and quarterly programme updates for review with the Management Committee and Restless Development International
· Supporting roll out and communication of key management decisions
· On request, participate in management committee meetings
· Actively support the Southern Highlands Programme Manager – including acting as cover whilst peer team members are on leave
· Serve as a role model at all times, personally embodying Restless Development’s mission and values, whilst helping to ensure that Restless Development’s code of conduct, policies and standards are understood by all and adhered to in practice

	
	Person Specification

	Qualifications

	Essential
· Graduate level degree (Degree, Masters, or Diploma).
· Strong knowledge of current and future trends in development in Tanzania, especially sexual and reproductive health, and rights, livelihoods and employment, governance and accountability.
· A strong personal commitment to the values, aims and approaches of Restless Development.
· Ability to work in a team
· Strong computer literacy - in the use of MS Word, Excel, Outlook and PowerPoint.
· Fluency in Swahili and English
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Preferable
· Technical expertise in community development approaches, and at least one
of our development goal areas 
· Technical expertise in livelihoods development in particular entrepreneurship

	Experience & Skills

	Essential
· Two years’ experience in running projects or programmes working with young people working within the development sector
· Experience in working with volunteer led programmes
· Experience in human resources management
· Experience in strategic planning and management for impact
· Experience in training delivery and provision of capacity building support
· Experience managing large scale budgets and finances
· Experience in building and managing partnerships within programmes
· Excellent verbal and written communications skills in English, including excellent networking and representation skills at high-level meetings 
Preferable
Experience of working in a multi-cultural environment
Experience of gender-responsive planning and programming

	How to apply

	Please send a completed application form to jobstanzania@restlessdevelopment.org by the closing date. 
Please note we DO NOT accept CVs, resumes or covering letters

	Closing Date
	Sunday  4 March 2012
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