[image: image1.png]


JOB DESCRIPTION

	               


	JOB TITLE: DRR/CCA Program Officer



	DIVISION / DEPARTMENT / LOCATION: Viet Nam office but frequent travel

	JOB FAMILY: Program 

	Annual Gross Salary: According to the National Salary Scale

	LEVEL: OHK Grade V 

	OXFAM PURPOSE: To work with others to find lasting solutions to poverty and suffering
TEAM PURPOSE: To work directly with Oxfam’s beneficiaries and partners to overcome poverty and 
suffering; and to advocate and campaign for policy, knowledge, attitude and practice change to help to 
achieve Oxfam’s strategic change objectives
JOB PURPOSE:  To implement OXFAM’s DRR/CCA strategy in target provinces and at national level, and support for implementing DRR/CCA integrated livelihood projects, and  for DRR/CCA models and approaches in government planning and policies with national and sub-national level stakeholders


	REPORTING LINES: 

Postholder reports directly to: Rural Livelihoods Technical Manager
Staff reporting to this post: Humanitarian Program Assistant, Intern (if any)and other collaborators who are working in the field


	BUDGET RESPONSIBILITY:  200,000USD


	DIMENSIONS: 

· Plays a leadership role in the DRR/CCA strategy in target provinces and at national level.

· Acts as the focal person in Oxfam, in relation to work related to Disaster Risk Reduction and Climate Change Adaptation, as well as DRR/CCA integration in livelihood interventions.  

· Provides technical support and advice on DRR/CCA integration to provincial PO’s and partners of the integrated livelihoods program in the Oxfam target provinces.

· Manages a budget of up to 200,000USD/year.

· Manages and monitors the work of implementing partners, consultants and program/project staff for program delivery in respective technical field.

· Coordinates and delivers agreed plans and/or strategies.

· Collaborates with technical and program PO’s, Oxfam’s Humanitarian Programme Coordinator, Advisors and contributes to a broader country and program strategy.
· Acts as an advocate for changes in policies, practices, attitudes and beliefs.

· Networks with developing partners, including donors, government and development agencies.

· Represents Oxfam in various forums and with local authorities.
· Develops a coherent strategy for the DRR/CCA and DRR/CCA integration into livelihood interventions
· Line manages the Humanitarian Program Assistant.

· Supports the Emergency Response Team.



	KEY RESPONSIBILITIES: 

1. Strategy and Planning
· Together with the Rural Livelihoods Technical Manager, take a leading role in developing and implementing a coherent multi-year integrated strategy and plan in relation to the respective technical areas in line with agreed country/program strategies. 
· In coordination with the relevant Provincial Program Officer, support the partnership relationship with partners and key stakeholders involved in the relevant technical area.

· Support Provincial Program Officers in annual action planning/budgeting with field staff and partners.

· In coordination with the Rural Livelihoods Technical Manager and Program Manager, ensure that the implementation of projects in accordance with Oxfam’s program standards, policies and principles of gender equity, participation and partnership.

· Ensure the highest degree of participation of the poorest, women, and ethnic minorities in all phases of the project cycle.

· Manage grants expenditure and guarantee adherence to Oxfam’s accounting and financial reporting standards.

· Ensure internal and external reporting (financial and narrative) is completed within agreed time frames.

· Analyze and implement internally agreed strategies and guidelines in the program and local context.

· Provide input to Oxfam country strategy and overall direction.

· Identify opportunities for joint Oxfam programming and collaboration.

· Regular visits to program areas to assess quality of the projects and program and to oversee and support to implementation (and improvement) of the program strategy.

· Manage consultancies and researchers involved in the program implementation.

2. Technical inputs
· Pilot specific models in projects areas with a view to disseminate and/or institutionalize relevant methodologies in a larger scale.

· Undertake advocacy and support advocacy efforts of partners to replicate or scale up good practices and models. 

· In coordination with and Humanitarian Programme Technical advisor and Oxfam’s Humanitarian Programme Coordinator, the post provides technical support to other Oxfam affiliates during project design to make sure that Disaster and Climate risks have been analysed and addressed in the proposal and concept notes.   

· Organsie training events for Oxfam staff in Vietnam on DRR/CCA and intigrarion DRR/CCA into livelihood and other programmes of Oxfam. 

· Be responsible for practical application of pilots, including documentation.

· Work with Provincial Program Officers to produce high quality program PSADs.

· Support provincial teams to build up good mechanism so that results will be technically and financially sustained.

· Closely coordinate with Provincial Program Officers to seek for effective interfaces to stimulate local contributions, efficient methods of project implementation and alternative funding resources for the programs, to help ensure financial, technical sustainability and in order to encourage local ownership of the projects.

3. Monitoring, Evaluation and Learning
· Establish a monitoring and evaluation system with key stakeholders to measure progress and changes in policy, practice, attitudes and beliefs.

· Prepare reports after each field visit and inputs for regular reporting.

· Prepare analytical progress reports on specific technical issues.

· Provide advice in the selection of consultants.

· Document processes, models, best practices and lessons learnt during the implementation for team learning and advocacy.

· Facilitate learning and sharings on key issues for advocacy, adoption and/or replication of best practices. 

· Undertake regular monitoring visits and dialogues with partners, including an annual reflection workshop to promote learning of the program implementation from both Oxfam and partners.

· Cooperate and exchange learning with various staff in the office, Head Office and other country programs.

4. Networking, Advocacy, and Representation

· Document and analyze evidence, models and good practices from the program and partnerships.

· Undertake advocacy and policy influencing initiatives to promote replication/scale up and/or policy and practice changes.

· Network actively with government, development and donor agencies at local and national level to maximize resource used, develop and implement joint initiatives and advocacy.

· Using program evidence, provide analysis on the poverty situation and development challenges in Vietnam.

· Join or facilitate researches and advocacy on issues that intensify the vulnerability and marginalization of ethnic minority groups and poor women in the region.

· Develop and maintain an extensive range of senior level contacts in district and provincial governmental circles.

· Participate in inter-Oxfam working group to promote cooperation, sharing, learning and joint initiatives.

· Develop a network of organizations (NGOs, bilateral, etc.) working at provincial and national level.

· Represent Oxfam at provincial level or other related national forums when required.

· Represent SCG group meetings and SMS process where application

· Represent Oxfam and take leadership in working groups such as Climate Change Adaptation, and other related working groups 

5. Program Development and Management
· Actively conduct designing, implementation and management of respective program in strategic alliance with other Oxfam’s programs which target the ethnic minorities, and making sure that gender objectives and specific measures to promote gender equality based on gender analysis are included into program design and implementation process.

· Assure responsibility for specific project development and management within respective program for the Oxfam in Vietnam and the region.

· Work with Program Coordinator, Provincial Program Officers, and others within Vietnam’s team and the region to carry out research and field and community based work to understand the root causes of poverty, related gender issues and potential opportunities relevant to Oxfam’s target communities.

· Participate in program review and new analysis as part of the program renewal process, particularly forward to the SMS process in Vietnam and the region.

· Participate in various OI activities including the country alignment team process as well as regional working groups.

· Manage consultants and staff (if any) effectively in all aspects of work.

· Manage monthly, quarterly, bi-annual and annual planning and review processes within the program team including the collation of information and compilation of reports as required.

· Develop and maintain a coherent and organized workplans and to liaise with the Rural Livelihoods Rural Livelihoods Technical Manager on these on a routine basis.

6. Local Capacity Building

· Identify capacity gaps and training needs of field program/project officer(s) and local partners to improve their skills in technical areas.

· Provide training and help build capacity for program staff in the field and partners in technical areas.

· Identify human resource development and organisational development needs for local partners in implementing development programs.

· Identify training and exchange opportunities, consultants and other support opportunities to meet those needs and build capacity of partners, especially in support of the long-term management of development in the area.

7. Staff management

· Ensure Humanitarian Programme Assistant develop annual workplan(s) and support them to achieve their workplan(s) through regular monitoring and mentoring.

· Support the Humanitarian Programme Assistant job-related knowledge and skills are improved.

· Ensure effective Performance Reviews of Humanitarian Programme Assistant’s are carried out e.g. objectives are aligned with Oxfam plans; personal development plans are implemented; and deadlines are respected.

8. Other

· Ensure implementation of Oxfam’s operational policies, procedures and guidelines in all aspects of Oxfam’s work.

· Help various Oxfam staff in Vietnam and head office to produce materials for fundraising and public communication.

· Participate in all Oxfam professional staff activities such as regular team meetings, One Oxfam events, staff retreats, Strategic Plan reviews, etc.

· Adhere to the Performance Management System, including objectives setting, performance review, upward feedback and personal development plans.

Oxfam general
1. Actively participate in the implement of Performance Management. Including objective setting, performance review, upward feedback and personal development plans. Ensuring relevant aspects of Oxfam’s work in Vietnam e.g. gender equity is reflected in your objectives.
2. Ensure implementation of Oxfam’s operational policies, procedures and guidelines, especially gender analysis/ standard, SPHERE guideline, humanitarian handbook in all aspects of Oxfam’s work with support from technical advisors, . Mainstream gender in all stages of project cycles. 
3. Act as Oxfam’s representative at local and national level with local authorities, partners etc. as required, mainly in events relating to DRR/CCA events 
4. Be a member of Oxfam’s team; participating in appropriate staff meetings, planning sessions and on-going liasing as needed. 


	SKILLS AND COMPETENCE: 

Job specific competencies
· Vietnamese national 

· University degree, preferably social science, related field or/and management

· At least 5 years proven experience of managing development, livelihood, emergency response, preparedness, advocacy and DRR/CCA, program/project
· Technical knowledge on designing and managing disaster risk management, CBDRM and climate change adaptation projects
· Working experiences of conducting participatory capacity, vulnerability analysis (PCVA), developing disaster risk and climate change adaptation plans
· Working experiences of integrating DRR/CCA into Livelihood and other development program
· Practical experiences of providing training to partners staff both on training methodologies, risk analysis and action planning

· Practical knowledge for working with the national and sub-national CFSC, Red Cross, Mass organizations and government department

· Working experiences to work with Climate Change Working group, Disaster management Working Groups and other networks (JANI, CBDRM technical group etc.)  

· Working experience with NGOs or international development organisation is preferable
· Sound experience in resource management e.g. people, finances, assets

· Good understanding and practical experience in application of equity issues (Gender and diversity)

· Familiar with advocacy work at local and national level
· Fluent in written and spoken English and Vietnamese

· Research, communication and training experience will be an asset
· Able to travel (30-40% of total time) to program/project areas
Behavioural Competencies

Ability to work under pressure, ability to achieve results, tenacity, communication skills, good organisational skill.
Core competencies

· Drive for results

· Initiative and innovation

· Communication skills

· Interpersonal relations and teamwork


	OTHER: This job description is not incorporated into the employment contract.  It is intended as a guide and should not be viewed as an inflexible specification as it may be varied from time to time in the light of strategic developments following discussion with the post holder.  The post holder will be expected to work to agreed objectives, which should facilitate achievements of the key responsibilities in accordance with the Performance Review Process.
Starting date: 15 February or before 2012


	Reviewed:  December 2011 
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