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Oxfam Hong Kong

JOB DESCRIPTION

	JOB TITLE:  Governance  Program Officer 


	DIVISION / DEPARTMENT / LOCATION: Vietnam Office


	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 injustice
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 achieve

                                  Oxfam’s strategic change objectives.
JOB PURPOSE:      To provide technical, policy and advocacy support on grassroots democracy and participatory planning processes (Village Development Plan (VDP), Community Development Plan (CDP), Social Economic Development Plan (SEDP)) and other community-based planning and management processes at program and national level for Oxfam Hong Kong. 


	REPORTING LINES: 

Post holder reports to:           Senior Governance Program Officer 
Staff reporting to this post:   - Program Assistant
    - Other collaborators who are working in the field 
- Intern
      


	BUDGET RESPONSIBILITY: TBC


	DIMENSIONS: 
· Provide technical advice to partners and projects in OHK’s program areas in Dak Nong, Quang Tri and Nghe An province, with policy and advocacy engagement at national level.
· Play a critical role in the SEDP work in Vietnam.
· Develop and implement SEDP work in general and through Community Development Funds in particular through critical, innovative and creative thinking.

· Conduct policy analysis and provide specialist advice and guidance to SEDP work.

· Analyse and communicate the locally relevant context to inform appropriate planning.

· Supervise the work of partners, Program Assistant and intern for the delivery of the program work

· Problem solving activities related to a defined area, such as CDF in particular and SEDP work in general.

· Negotiation and representation with local partners, authorities

· Networking with peers to develop a shared analysis of local issues, contacts and key players.

· Communicate program developments and outcomes, mainly within Oxfam (including international staff), and contribute to the broader program strategy. 


	KEY RESPONSIBILITIES: 
1. Strategy and planning
· Provide support to the Senior Technical Program Officer for all work related to grassroots democracy and participatory planning such as, but not limit to, SEDP. 

· Work closely with Nghe An, Quang Tri and Dak Nong Programs Officers (POs), as well as POs of other affiliates,  to ensure program/project designs are appropriate, effective and efficient and can be replicated and/or have potential for wider policy/practice learning and change.
· Work with Pro-Poor Markets and Disaster Risk Reduction/Climate Change Adaptation teams to produce integrated provincial program plans.
· Support other POs in annual action planning/budgeting with field staff and partners.

· Ensure the highest degree of participation of the poorest, women, and ethnic minorities in all phases of the project cycle.
· Provide significant input into OHK national and regional strategic planning, as well as that of the broader planning within Oxfam in Vietnam.
2. Technical inputs

· Support and coordinate with local partners to strengthen their role in planning reform (SEDP reform).
· Support the implementation of Oxfam’s new commune/district planning approach in program areas.

· Implement commune planning reform for communes in Oxfam program areas.
· Conduct training on SEDP related topics and planning integration.

· Document progress and good practices of the application of new planning models.

· Support partners in design, implementation and M&E (incl. documentation) of pilot CDF models in program areas with a view to disseminate and/or institutionalise relevant methodologies in a larger scale.
· To finalize tools needed for SEDP at grassroots level, such as community database, database for planning preparation, SEDP M&E.
· Support advocacy efforts to enhance capacity and accountability of the government bodies. 
· Identify and contribute to the development of Oxfam’s overall approaches in introducing technical solutions in targeted provinces relating to SEDP at different levels and further integration into conventional planning system.
· Ensure that all program work is within Oxfam’s principles of gender equity, participation, and partnership.

3. Collaboration
· Work with provincial program staff to produce high quality program documents.
· Closely coordinate with provincial POs to seek for effective interfaces to stimulate local contributions, efficient methods of project implementation and alternative funding sources for the programs, to help ensure financial, technical sustainability and in order to encourage local ownership of the projects.  

· Support provincial teams to build up good mechanism so that results will be technically and financially sustained.
4. Monitoring, Evaluation and Learning

· Write analytical progress reports, including sections on follow up.
· Write reports after each field visit and international trips.
· Coordinate with other POs and Field Office staff to strengthen OHK’s knowledge of ethnic minority groups. 

· Contribute to effective meetings in Oxfam which stimulates learning across teams and affiliates.
· Provide advice in the selection of consultants.
· Share information to ensure transparency in the management of the projects to OHK and local stakeholders, including financial transparency and high standards of accounting and financial reporting.
· Support teams and consultants to conduct internal and external evaluations.
· Co-operate and exchange learning with various staff in the home office and other country programs on all issues of relevance.
5. Networking and Advocacy

· Network actively (through email, meetings, and other means) with key people and agencies in Oxfam’s project areas (e.g. with the DPI and other Provincial Departments, MARD, INGOs, LNGO and Mass Organizations), and more broadly with other INGOs in Vietnam;

· Facilitate the learning for actors in the provinces on specific technical matters relating to development and ensure the promotion and adoption of best practices.

· Ensure that program experiences are integrated in research and advocacy work.
6. Local Capacity Building

· Help building capacity for technical staff in the field so that they can lead local activities following pre-defined methodologies.

· 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. Other
· Help various OHK staff in Vietnam and Hong Kong to produce materials for fundraising and public communication.
· Participate in all OHK professional staff activities such as regular team meetings, Oxfam events, staff retreats, Strategic Plan reviews, etc..
8. Oxfam general: 

· Actively participate in the implement of Performance Management. Including objective setting, performance review, upward feedback and personal development plans. Ensuring relevant aspects of Oxfam HK’s work in Vietnam e.g. gender equity is reflected in your objectives.

· Ensure implementation of Oxfam HK’s operational policies, procedures and guidelines, especially gender equity, in all aspects of Oxfam’s work.  
· Act as Oxfam’s representative at provincial level with local authorities, partners etc. as required, and some national forums. 

·  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
· Proven experience in development of program strategic planning
· Sound experience in program management and negotiation, including participatory approaches 

· Sound experience in resource management e.g. people, finances, assets

· University degree, preferably in economics or  management

· Good understanding and practical experience in application of gender equity and diversity 
· Good understanding of SEDP and sound understanding of other different themes (Livelihood, PPM and DRR.CCA)
· Strong written and spoken English and Vietnamese

· Good computer skills (writing and spreadsheet programs) 
· Able to travel to program/project areas on a regular basis
Behavioural Competencies

· Ability to work under pressure

· Conceptual Thinking

· Ability to Achieve Results

· Communication Skills

· Ability to Support Others

· 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: 1 September 2011


	Date of issue: 
15 July 2011
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