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JOB DESCRIPTION

	Position title
	Program/Location
	Salary grade and step

	Social Work Program Manager
	Da Nang
	


	Reports to
	Supervises
	Coordinates with

	Deputy Chief of Party
	Social Workers
	Social Work Advisor, Admin/Finance Manager, Public Health Program Manager


	Brief summary of job (1 paragraph, to be used also in job announcement)

	Supervises implementation of social work program activities, ensuring adherence to case management principles, supervises and mentors social workers, evaluates and recommends DPOs for selection as partners, provides oversight of partner DPOs to ensure high quality services to PWDs and adherence to program goals and administrative and fiscal policies. Monitors expenditures to ensure budgetary integrity. Prepares regular program reports. Represent program with stakeholders.


MAJOR AREAS OF RESPONSIBILITY (key functions of the position)

A. Overall management of program 
B. Program implementation
C. Financial management of the program
D. Ensure timely and clear reporting and communication with all program stakeholders
SPECIFIC RESPONSIBILITIES (primary tasks necessary to carry out each key function)

A. Overall management of program 

A.1. Maintain the overall program timeline;
A.2. Develop program activities (action plan)  in collaboration with Social Work Program Advisor and Social Workers, based on the results of needs assessments;
A.3. Secure the approval from local authorities for the program to start and operate in that location;

A.4. Finalise agreement with local implementing partners for specific program activities and relevant budget figures;
A.5. Recruit qualified personnel for the program implementation;
A.6. Supervise the work performed by Social Workers. Conduct annual performance reviews for Social Workers;
A.7. Develop and maintain a practical reporting mechanism for Social Workers;
A.8. Make decision and/or provide recommendation to the CoP and DCoP should any significant adjustment/changes to the program need to be made.

B. Program implementation
B.1. Develop program manual to guide DPO partners in the implementation of program activities, including all forms and templates
B.2. Assist in training of key personnel of program partners; provide guidance and instruction to Social Workers on how to continue provision of guidance to local partners;
B.3. Ensure all program steps are followed in the field;
B.4. Assist Social Workers in collection of all information on the beneficiaries who receive support from program;
B.5. Meet with local partners to solve any problem arisen during implementation process;

B.6. In consultation with Social Workers, identify additional potential partners who are capable of implementing program services in the province;
B.7. In consultation with Social Workers, identify other needs of people with disability in the community for immediate intervention or future support;
B.8. Develop periodical operational and financial report for the program

C. Financial management of the program
C.1. Instruct local implementing partners how to develop detailed work-plan which indicates respective funding required for certain period of time;
C.2. In consultation with Finance department, ensure the funding allocated to each program activity is transferred to the local partners on time and according to financial management procedures;

C.3. Supervise the process of using the advanced amount of money by local partners to ensure that money is used for the right purposes and in accordance with the developed work-plan.
C.4. Assist the responsible Social Worker to get receipts/ invoices for services provided to beneficiaries to clear advances with Finance Dept.
C.5. Advise Finance Dept., on daily admin expenses under budget;

C.6. In collaboration with Admin/Finance Manager, maintain a comprehensive and up-to-date record on funds disbursement;
D. Ensure smooth communication with all program stakeholders
D.1. Responsible for providing program reports and updates to Deputy Chief of Party;
D.2. Develop and present program progress report to donors as required;

D.3. Present program information package to potential donors to secure their interest and support;

D.4. Maintain a good communication channel with local implementing partners to ensure any issues is addressed on a timely fashion.

D.5. Share information with other programs within SUNY Vietnam;

D.6. Coordinate and actively participate into Agent Orange working group quarterly meeting

D.7. Collaborate with other programs of SUNY Vietnam to prepare for future development of the program
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