JOB DESCRIPTION 
Position:

Program Manager (PM) HIV/AIDS Prevention

Reports to: Director of Programs
Main responsibilities:

The Program Manager works closely with the Director of Programs, taking the lead in managing Pact’s HIV/AIDS prevention program and supervising the prevention team.
Specific roles & responsibilities

· Oversee Pact’s partnership with HIV/AIDS prevention program grantees.  This includes leading the prevention team in the: 
· Development of new competitive funding opportunities through formulation of Requests for Applications and assessment of proposals
· Negotiation of new awards to grantees

· Sub-grantee workplan and budget review and approval 
· Review, analysis and provision of feedback on grantee performance reports
· Monitoring the implementation and quality of grantee programming
· Coordinating and providing technical support to Pact grantees in areas related to HIV prevention in order to enhance coverage and impact of programs targeting most-at-risk populations

· Facilitation of sub-grantee access to specialized training and external technical assistance not available via the Pact team

· Support to program quality monitoring and improvement through development and operationalization of tools/resources, regular program monitoring visits and in-depth project reviews

· Manage and supervise members of prevention team and consultants.  This includes:
· Supervising prevention team members in the provision of technical assistance, training, management, and monitoring of grantee programs in HIV/AIDS prevention 
· Mentoring and coaching prevention team members to build their technical, program, budgeting and grants management capacity and skills

· Defining additional human resource needs and identifying, working with and managing consultants 
· Work with other team leaders within Pact to ensure that

· support to each individual sub-grantee is coordinated and delivered as a package of support

· opportunities for coordinated or collaborative programming are identified and best use is made of available resources 

· cross learning occurs among grantees and program areas

· Pact Vietnam has a clear strategic direction within its prevention programming and that this is operationalized
· Ensure Pact’s prevention programming is appropriately targeted and meets donor planning, budgeting and reporting requirements.  This involves 
· Leading the development of Pact’s annual workplan and PEPFAR Country Operational Planning processes as they relate to HIV/AIDS prevention

· Managing Pact’s prevention program budget and related realignments
· Managing the synthesis and analysis of grantee HIV prevention performance reports and drafting donor progress reports on prevention activities

· Supporting the Monitoring and Evaluation team to set targets, ensure the quality of data received, and analyze findings 
· Serving as the primary Pact contact for prevention technical leads at all donor agencies
· Build and/or maintain relationships with other donors and government and non-governmental organizations working in HIV/AIDS prevention to facilitate coordination, collaboration, and sharing of resources.  This will include  
· Representing Pact Vietnam in appropriate HIV/AIDS prevention fora 
· Ensuring Pact learning is available for use in national policy and guideline development.

· Managing Pact prevention team’s engagement in cross-organizational technical working groups and other sharing and learning fora
· Participating in new business/proposal development in the HIV/AIDS prevention field
Desired education, skills and qualities
· Masters degree in public health or a related social science

· At least 5 years experience in the HIV/AIDS prevention and/or behavior change communication field 

· Proven professional experience in the area of HIV prevention programming
· Substantial experience in program, financial and personnel management
· Experience with program planning, implementation, monitoring and evaluation
· Familiarity with the full continuum of HIV/AIDS prevention, care, and treatment programming
· Experience in organizational representation and maintenance of donor and government relations
· Experience working in an international NGO context a strong plus 
· Ability to develop capacity of staff through mentoring, training, trouble shooting, and consultation 

· A strong team player with excellent interpersonal skills and the ability to work in a high profile, fast-paced environment

· Ability to communicate technical issues effectively and persuasively

· Demonstrated ability to transfer knowledge and build partnerships with local organizations through training and mentoring

· Good training skills 

· Supervisory experience

· Team spirit, flexibility, commitment, and the belief that no task is unimportant 

· Ability to learn new material quickly and willingness to learn 

· Advanced spoken and written English. For non-Vietnamese applicants, knowledge of Vietnamese preferred. 

