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AMREF UK

JOB DESCRIPTION
Title:



Programme Officer (EU)  
Responsible to:

Programmes Funding and Development Manager
Salary: 



£25,000pa  

Duration: 


2 year fixed contract
Location: 


Fetter Lane, London

I. THE ORGANISATION:
The African Medical and Research Foundation (AMREF) is Africa’s leading health development organisation working to achieve better health for Africa. AMREF is head quartered in Nairobi and has country offices in Ethiopia, Kenya, Tanzania, South Africa, Sudan and Uganda. 

AMREF UK supports AMREF in Africa to achieve its strategic goals and is composed of Programmes and Advocacy (P&A); Fundraising and Communications (F&C) and Finance and Administration (F&A) functions. AMREF UK has doubled its income in the last 4 years and is growing in size and complexity, with an increasing portfolio of innovative health programmes and multi-stakeholder partnerships, including an innovative partnership with the Guardian media group. 

Job purpose:

Under the guidance of the Programmes Funding and Development Manager, the post holder will support the development and management of AMREF UK programmes funded by the European Union. This currently comprises a portfolio of 7 projects totaling €9 million, implemented across five Sub-Saharan countries (Kenya, Tanzania, Uganda, Ethiopia and Southern Sudan), and including a four-year multi-country grant. The primary role of the Programme Officer will include supporting the identification and design of new projects, proposal writing, monitoring and evaluation of projects and relationship management with the EU.  The post holder will also provide support for financial management across the Programme and Advocacy Department, and develop good relationships with AMREF programme staff (in the UK and in Africa) in fulfillment of the above.

Key relationships: 
The Programme Officer is within the Programme & Advocacy Department consisting of Director of Programmes & Advocacy, Corporate Partnerships Manager, Uganda Partnerships Manager, Programmes Funding and Development Manager, Programme Officer (x 2), and a Research and Advocacy Officer.   The role holder is expected to work closely within the P&A team, with the finance and fundraising teams in the UK, and with project managers and finance teams in AMREF’s country offices in Africa. 

II. Principal Functions/ Key Result Areas:
1. Programme Development 
Support the Programmes Funding and Development Manager and AMREF’s country offices in the identification and design of new programme interventions to increase funding support from the European Union  

a) Lead or support AMREF’s teams in country and in the UK, on conceptualizing and developing proposals, including the development of logical frameworks, work plans, budgets and formatting for final submission to the donor. 
b) Establish and nurture new and existing relationships with the EU in Brussels and local delegations, to identify and disseminate new funding opportunities and EU procedures with AMREF colleagues 
c) Represent AMREF at appropriate donor liaison meetings and attend network meetings as required (e.g. BOND funding groups)
d) Work in collaboration with the P&A and F&C Teams to develop co-funding proposals for new and existing EU grants 
2. Programme Monitoring and Reporting 
Provide support to AMREF Africa staff on the monitoring and reporting of EU funded projects, including in the use of M & E systems and ensuring compliance with donor contracts. 
a) Ensure timely and accurate donor reporting, both narrative and financial in line with AMREF UK’s monitoring system  

b) Maintain donor reporting systems and ensure that assigned projects remain compliant with EU contracts

c) Maintain forecasts of income and expenditure for assigned projects
d) In line with AMREF’s monitoring system, provide support at key points including project start-up & developing of monitoring frameworks, agreed monitoring points (quarterly or as determined based on project risk/level) mid term and phase out. Reviews and feedback on projects reports, evaluations and audit reports.
e) Identification, with the project manager(s)  of risks and issues with consequences for the project, grant or donor management, resolving where appropriate, and ensuring these are raised within the team immediately when necessary with the intention to deal with them at appropriate level within AMREF.

f) Support of programme staff in relation to EU compliance issues, ensuring contract conditions are fully understood by country programme staff, as required, provide coaching to AMREF UK and country office staff in EU reporting and contract compliance.

g) Liaising with EC delegations on contract administration issues

h) Promote and maintain effective communication with project managers in support of the above. 
i) Tracking and monitoring co-funding requirements (reporting etc) and income for all EU projects in conjunction with the P&A and Fundraising and Communications team 

3.  Programme Finance 
For all EU grants:  
a) Review financial reports and ensuring spending is in line with workplans, approved budgets and team income and expenditure forecasts
b) Provide  financial management and administrative support to all EU programmes in line with  audit and compliance requirements

c) Assess the reporting process currently in place for AMREF UK projects, against the compliance demands of EU donors, as detailed in the contracts 

d) Ensure  requests for fund transfers to projects are accurate and submitted on time

e) Support and capacity building to AMREF UK and country office staff as appropriate on financial compliance, financial monitoring and management 

f) Monthly review of income versus expenditure on projects and providing accurate income forecasts for remaining project periods. 
And, across government, institutional, major trusts/ foundations and corporates donors, reporting to Director of the Programmes and Advocacy Team: 

a) Prepare monthly fund transfers for review by Programme Managers and approval by the Director of the team
b) Provide support to new funding applications across the team where required e.g. budget preparation

4) Information Dissemination/Building Relationships
a) Provide information concerning assigned AMREF projects to fundraising and communications staff 

b) Work with Advocacy and Research officer to ensure advocacy and research objectives are included in all proposals developed 
c) Share information with colleagues in AMREF’s 12 European and North American offices

d) Build and maintain relationships with programme and finance staff in AMREF’s country offices to support the achievement of AMREF’s strategic goals
e) Represent AMREF’s programme work externally, networking/building relationships with donors, partners and other organizations
f) Act as the focal point/source of expertise within AMREF UK for one country programme
5) General Administration

a) In the absence of other staff, assist with office administration (with other office team members, deal with incoming telephone calls and post etc)

b) Attend staff meetings(fortnightly) and Programme & Advocacy Team meetings (weekly)
c) Keep quarterly workplan updated
d) Ensure that programme files, electronic and hard copy, are maintained in an agreed system, to allow easy access by other staff.

e) Carry out other tasks, which may reasonably be requested

This position will require some travel to AMREF in Africa. 
	III. PERSON SPECIFICATION:
	

	Knowledge and Technical Skills 
	

	· An understanding of African health and development issues, knowledge of AMREF countries of operation  

· Understanding of UK donor context and other donor requirements (notably EU) 

· Experience in managing large-scale multi-country projects
· Knowledge of project cycle management, contract management and logical frameworks

· Ability to translate technical financial data into informative reports

· High level skills in Microsoft Office particularly Excel, Word, Power point  


	Essential

Essential

Essential

Essential

Essential



	Qualifications and Experience 

· Degree in a relevant subject (e.g. social science, public health)

· At least 2 years’ experience of programme development / support, including proposal writing and report writing

· Experience of preparing proposals and reports to major donors including the European Commission (EU), DFID, Big Lottery Fund, Comic Relief

· Proven success of securing funds from official donors (e.g. EC, DFID).

· Demonstrated experience and skills of financial tracking/management; including budget preparation and analysis, managing complex grants/contracts, financial reporting preparation and presentation

· Qualifications or equivalent programmatic experience in the area of international health/ health systems
	Essential

Essential

Essential

Desirable

Essential

Desirable


	Communication/Interpersonal skills

· Ability to communicate with people from other cultures at a distance.

· Personable and self-confident, able to represent AMREF within key donor forums. 

· Excellent writing and editing skills, persuasive writing style 

· Excellent oral communications skills:  Speak, listen in a clear and timely manner using appropriate and effective communication tools and techniques

· Ability to build Relationships: Establish and maintain effective working relationships with others, both internally and externally, to achieve the goals of the organisation. 
	Essential

Essential

Essential

Essential

Essential



	Finance skills 

· Highly numerate and good analytical ability.

· Experience of preparing and interpreting financial management information 

· Experience in accounting or finance-related environment
	Essential

Essential

Desirable

	Other personal qualities and competencies

· Solve Problems: Assess problem situations to identify causes, gather and process relevant information, generate possible solutions, and make recommendations and/or resolve the problem. Good diplomatic and negotiating skills.

· Plan: Determine strategies to maximize opportunities, mitigate against risks, move the organisation forward, set goals, create and implement actions plans, and evaluate the process and results. 

· Creativity/Innovation: Develop new and innovative ways to improve operations of the organisation and to create new opportunities. 

· Foster Teamwork: Work cooperatively, dynamically and effectively with others, including remote teams, to set goals, resolve problems, and make decisions that enhance organisational effectiveness. 

· Organise: Set priorities, develop a work schedule, monitor progress towards goals, and track details, data, information and activities. Ability to work to deadlines

· Behave Ethically: Understand ethical behaviour and business practices, and ensure that their own behaviour and the behavior of others are consistent with these standards and align with the values of the organisation.
	Essential

Essential

Essential

Essential

Essential

Essential




PAGE  
1
AMREF UK: Programme Officer (EU) 
1
Job Description 


