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POSITION DESCRIPTION







Position title

Livelihoods Coordinator
Reports to

Highlands Programme Manager 
Location:

Goroka, Eastern Highlands Province

Contract type
Fixed term, 2 years (extendable)
Responsible for:   
Livelihoods Programme Officer, Tari Senior Livelihoods Officer, Simbu Senior Livelihoods Officer
Date:


January 2012
context

Oxfam is an international confederation which operates in over 90 countries around the world. Oxfam takes a rights based approach to support the achievement of human rights and build capabilities that are essential for vulnerable and disadvantaged people to be able to access resources and take advantage of opportunities to improve their lives.
Oxfam New Zealand (ONZ) began working in Papua New Guinea in 1991 and established a programme in the Highlands in 2005, operating under the auspices of Oxfam International PNG (referred to here as Oxfam PNG).  Oxfam Australia (OAU) has supported programming activity in PNG since the 1990s and has operational presence since 2008. Currently, both affiliates support a PNG country office in Port Moresby and have programme offices in Port Moresby, Wewak, Arawa and Goroka, which support, advise and fund partners and communities involved in conflict minimisation, reducing violence against women, livelihoods, water, sanitation, health and hygiene (WASH) and climate change adaptation activities. Both affiliates operate under the locally registered entity, Oxfam International PNG (OI PNG).
The Oxfam Highlands Programme (OHP) operates out of Goroka in the Eastern Highlands Province, with satellite offices in Kundiawa (Simbu Province), and Tari (Hela Province), focusing on livelihoods, WASH, gender and conflict reduction activities. OHP is also participating in a two-year climate change adaptation project in Manus Province.
The OHP is in its sixth year of activity, having developed strong partnerships with local community organisations including Community Development Agency (Gumine, Simbu), Hela Community Care (Tari, Southern Highlands), and KGWan (Simbu). OHP provides support for capacity building, organisational development, advocacy training, development of research skills, as well as technical support for improving livelihoods, promoting gender equality, reforming local justice systems, installing water supplies and sanitation, and other specialist areas.

PURPOSE

The Livelihoods Coordinator is responsible for providing effective leadership and management of the OHP Livelihoods Programme. This includes development of livelihoods activities in a mainly rural context, line management of key technical staff, advice and support to programme staff and partners, and having oversight of the budgets relating to livelihoods activities. 
The post holder will have a key role in monitoring the quality and impact of OHP’s livelihoods programme, in partnership with the Programme Quality Team (PQT) in addition to being a member of the Oxfam Highlands Programme Senior Management Team (SMT).
PRIMARY RESPONSIBILITIES

Programme strategy and development

1. Oversee the ongoing development of the OHP livelihoods programme. This is achieved by:

· Facilitating the participatory development of OHP annual strategic and quarterly activity plans and budgets related to its livelihoods activities, in line with the following funding agreements:

· SDF (Sustainable Development Fund) funded Economic Development Programme. 
· Manus Climate Change Adaptation project
· Pacific Development Conservation Trust funded Koli Farm restoration.
· Overseeing the development of partners’ livelihoods-related annual strategic and quarterly activity plans and budgets, in accordance with funding agreements.
2.  Explore and build strategic networks with key stakeholders in the Highlands, in support of the      OHP livelihoods programme, and oversee the technical inputs sourced externally. 

Programme Leadership and Management 
3. Lead on the delivery of all elements of the livelihoods strategy.
4. Ensure that the livelihoods team adheres to the standards established by Oxfam International and Oxfam International PNG, strives for best practice in all aspects, and embodies the aims and objectives set for OHP’s programme work. 
5. Communicate regularly with the Highlands Programme Manager (PM) and inform on key developments in the livelihoods programme, including reporting on key activities or other issues such as security incidents or staff performance issues.
6. Contribute and be an active member of the OHP SMT with reference to the SMT terms of reference.
7. Liaise and work in collaboration with the SMT and specifically the Programme Quality Coordinator around the quality delivery of the livelihoods programme including contributing to the development and implementation of research and advocacy initiatives and activities.
Team Management
8. Oversee the quality, standards and outputs of the livelihoods team. This includes:

· Line managing key technical staff working on livelihoods. This includes the provision of appropriate and timely advice, guidance and support, regular supervision, undertaking annual performance reviews, and identifying appropriate training and development interventions that build capacity and support the professional development of team members.

· Facilitating regular team meetings.

Financial Management
9. Oversee financial management of all livelihoods related programs. This includes:
· Developing annual and quarterly budgets for the livelihoods team.

· Providing regular budgetary reporting to the Programme Manager.

· Submitting and overseeing submission of timely expenditure requests and acquittals

· Liaising with the Finance and Admin Coordinator to monitor monthly financial reporting information 

· Ensuring financial accountability of the livelihoods team in accordance with Oxfam standards, policies and reporting procedures. 

Monitoring, evaluation and learning (MEL)
10. In collaboration with the PQT and PM, ensure that appropriate monitoring, evaluation and learning (MEL) occurs across OHP livelihoods activities.  This involves:

· Supporting quarterly team planning and reflection meetings with all OHP staff.

· Support and conduct annual reflections with livelihoods staff and partner staff in line with ONZ’s Reflection Accountability and Planning (RAP) system.

· Facilitating, where required, livelihoods-specific planning meetings with Oxfam and partner staff to feed into MEL frameworks and reflection requirements.    

· Provide quarterly reports to the Programme Manager.

· Monitor and prepare donor reports in accordance with donor reporting requirements. 

· Helping to develop and improve the current MEL framework, assisting with its effective and timely implementation; and ensuring that it functions effectively and produces high quality data and analysis to support impact assessment.
General
11. Undertake any other tasks that may be delegated by the PM that are in keeping with the scope of the Livelihoods Coordinator role.

COMPETENCIES

Qualifications, knowledge and experience

· A degree in a relevant field e.g. agriculture, social science, or international development  (preferably to masters level), and/or comparable professional experience 
· Extensive practical experience of developing, designing, implementing and managing community development, livelihoods, climate change and agricultural programmes. 
· Sound understanding of livelihoods approaches in a rural context and experience applying these to programme and strategy development.
· Experience of developing and strengthening partnerships with local organisations and a commitment to working though Oxfam’s partner and ‘One Programme’ approaches.

· Experience of participatory appraisal, and monitoring & evaluation methodologies

· Experience overseeing budgets and managing staff
· Experience of donor reporting

· Fluency in PNG Tok Pisin or a willingness to learn
· Flexibility and the ability to travel frequently to challenging and isolated locations  
· Experience of working in a Melanesian context (PNG experience highly regarded)

Professional skills

· Excellent written and verbal communication skills and the ability to communicate effectively across cultures

· Strong capacity building skills 
· Ability to confidently represent and speak on behalf of Oxfam at all levels – local, national and international
· The ability to clearly analyse and articulate strategy and conceptual ideas

· Computer literate and competent in Microsoft Office software
Personal attributes

· Ability to network and  build/ maintain relationships with people from a range of backgrounds

· Ability to work autonomously with a high level of personal initiative

· Ability to work harmoniously as a member of a team

· Ability to lead, motivate and support others in a participatory manner
· Flexibility, adaptability and a willingness to take on a wide range of tasks

· Understanding and tolerance of other perspectives 

· Good security awareness
· Ability to operate in situations of insecurity, stress and pressure, and to balance work demands with other life needs

· Willingness to work unsociable hours from time to time, with agreed family support (if applicable)

· Willingness to contribute to Oxfam’s humanitarian responses in times of natural disaster or emergencies

· Commitment to Oxfam’s values and to social justice and rights-based community development

TRAVEL
The post holder is expected to undertake some travel within PNG and to Australia and New Zealand as required.  Some of this travel may involve visiting areas that are subject to civil conflict and/or natural disasters.  

ONZ is committed to ensuring the security, safety and well-being of staff.  All Oxfam staff are required to heed the advice of relevant local authorities in relation to security issues, and follow Oxfam PNG’s security guidelines.  Staff must also be prepared to make their own assessments of potential hazards or danger during field trips in the knowledge that ONZ will always respect and support a decision to continue or withdraw from any part of a work related trip for reasons related to personal security.
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