





[bookmark: bkFooterFD2]Disaster and Emergencies Program Coordinator
Information pack

· Leading humanitarian aid and development agency - the international aid agency of the National Council of Churches in Australia
· Opportunity to create transformational change
· Work with an experienced team
· Full-time permanent position 
· Location: Sydney or Melbourne CBD 

Thank you for your interest in this position.

To apply, please email to jobs@ncca.org.au:
· a 2-4 page covering letter addressing the Selection Criteria individually; and
· your resume

Applications open:  Friday 26th August 2016

Applications close:   Monday 12th September 2016

Interviews: Week commencing 19th September 2016

Please contact Susan Lorenzo on 02-8259-0831 or at slorenzo@actforpeace.org.au, if you have any queries.  

Unfortunately due to the number of applications we usually receive we are only able to respond to those selected for interview. 
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[bookmark: TOC76275314]About the position 
Act for Peace’s Disaster and Emergencies Program Coordinator will play a key role in providing day to day operational and specialist support to staff and partners undertaking disaster resilience, preparedness & emergency response activities, primarily in the Pacific. 
Act for Peace has an established and expanding disaster resilience and emergency response program managed by a team of experts under our Disaster Resilience and Emergency Response Operational Plan. The Disaster and Emergencies Program Coordinator’s position is a new position designed to strengthen our ability to support partners, consortia and fora with whom we work.
This position will be responsible for all aspects of partnership and program cycle management. The primary foci of this role include:
1. Providing capacity building support to partners on disaster resilience and preparedness programs which Act for Peace supports with institutional donor funding; 
2. Coordination of our response to humanitarian crisis, which may include coordinating program staff providing technical and fundraising services through the ACT Alliance, and full coordination of direct response with partners requiring mobilization of staff;
3. Contributing to the design and implementation of strategic and operational planning for the Agency’s regional programs and country strategies for disaster and emergency programs. This will include providing technical advice to implementing partners and leadership of specific initiatives for which Act for Peace has responsibility in the Church Agency Network Disaster Operations (CAN DO) Consortium and ACT Alliance Pacific, Australia and New Zealand (PANZ Forum) and the ACFID Humanitarian Reference Group (HRG).
The position works within Act for Peace policy, strategy and operational frameworks and ensures compliance with commitments made under agreements with DFAT, ACFID and with core humanitarian standards including Sphere, the Red Cross Code of Conduct, Core Humanitarian Standard on quality and accountability, and other key standards. 
Members of the Program and Policy Department carry focal point roles for cross cutting policies in our work. In line with this approach, we are aiming to recruit a person to this role who will also serve as Act for Peace’s Emergency Response Focal Point.  Previous experience in the development and implementation of emergency response procedures and proven ability to train staff is highly desirable. 
As part of a dedicated team of program, policy and advocacy staff, the Disaster and Emergencies Program Coordinator will also contribute to the wider strategic and operational development of the agency.
The position reports to the Disaster Resilience and Emergencies Manager. At this stage the role does not include direct line management responsibility however the Disaster and Emergencies Coordinator may at times oversee management of consultants, interns and/or volunteers.
The annual salary is expected to be in the range of $62-76K (the total salary package, including superannuation and Public Benevolent Institution benefit, is expected to be of equivalent value to a corporate package of $72-88K). Salary will be negotiated depending upon the skills and experience of the successful candidate. 
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About Act for Peace
Act for Peace is the international aid agency of the National Council of Churches in Australia (‘NCCA’), a council of 19 member churches.  Our vision is for a peaceful world where all people share a safe, just and dignified life. Our purpose is to empower passionate people to work together to achieve safety, justice and dignity in communities threatened by conflict, displacement and disaster. 
The Programs and Policy Department work with partners to support a range of humanitarian and development initiatives including program implementation, organizational development and advocacy, assisting partners working with communities in or from Syria, Palestine, Zimbabwe, Ethiopia, Sri Lanka, Myanmar, the Philippines, Afghanistan, Pakistan, Indonesia, Tonga and Vanuatu. For more information about Act for Peace, including our principles and policies, please see our website, www.actforpeace.org.au
We are a member of the global ACT Alliance which provides development and humanitarian assistance in more than 140 countries - enabling us to respond immediately to emergency situations and to advocate with global resources. For more information about the ACT Alliance, please see www.actalliance.org

Position Description - Disaster & Emergencies Program Coordinator 
1. Key Responsibilities 

Strategy & Operations
· Contribute to development, review and implementation of Act for Peace’s Disaster Resilience and Emergency Response Operational Plan.
· Support the capacity building of partners and project teams in disaster resilience including the design, coordination delivery and monitoring of programs and mentoring of country team and partner staff. 
· Lead the development, review and implementation of detailed preparedness and response initiatives, including workshops and simulations, ensuring capacity development.
· Participate in Church Agency Network Disaster Operations (CAN DO) consortium initiatives for which Act for Peace is responsible. 
· Participate in Act for Peace’s involvement in the Act Alliance’s Pacific, Australia, New Zealand (PANZ) Forum disaster and emergency response initiatives including finalization and implementation of Pacific Regional Emergency Preparedness & Response Plan (EPRP).
· Manage emergency response programs supported by Act for Peace through the ACT Alliance or other response mechanisms in coordination with staff working with partners in the countries of response. 
· In emergencies led by Act for Peace requiring scaled-up response, act as Response Coordinator during the crisis period leading the process of assessment, program design, resourcing, implementation, monitoring, reporting and evaluation.
· Work with partners to identify, develop and review disaster risk reduction and emergency preparedness initiatives.
· Seek funding for ongoing and new disaster resilience and response initiatives. 

Quality, Accountability, Effectiveness, Compliance (Policy and Procedure)
· Contribute to agency policy development and review in relation to disaster management and disaster risk reduction.
· Ensure the effective financial management of delegated country and/or regional emergency responses including budgeting, cash flow forecasting, fund transfers and documentation as required.
· Review disaster resilience and emergency response proposals & reports developed and submitted by staff and partners, according to the relevant policy, proposal and contract commitments.
· Ensure that our protection focus and additional cross cutting policies are integrated or mainstreamed in programing and that partner staff are equipped to interpret these policies within their own context.
· Ensure that Act for Peace’s disaster resilience and response work adheres to relevant policy commitments and minimum standards and to promote these, including: 
a. The SPHERE Humanitarian Charter and Minimum Standards;
b. The Code of Conduct for Red Cross and Red Crescent Movement and NGOs in disaster response; and 
c. ACT Alliance Emergency Response guidelines.
· Ensure that downward accountability to beneficiaries is integrated into all phases of disaster management activities.
· Ensure that systematic program review, monitoring, evaluation and learning is in place for disaster resilience and emergency preparedness and response activities so that lessons learnt are documented and shared for cross-program learning in the region (and beyond) and utilised to inform future programming and responses, through adequate dissemination and inclusion in potential training and future program design activities.
· Develop and implement recommendations for continuous improvement and contribute to the documentation and dissemination of key program learnings.
· Contribute to monitoring and analysis of risk issues/trends impacting or affecting PPT strategy and program delivery including security management and humanitarian issues across programs. 
· Adhere to the requirements of our management information systems including online and hard copy filing and database management.
· Support and provide capacity development to staff in their ongoing analysis of humanitarian trends through the provision of research and data analysis tools. 
· Support PPT teams with the oversight and technical knowledge to administer emergency response & recovery projects including fulfilment of contractual agreements with external funders.

Partnerships & Staff Management
· Provide day to day technical support to partners & project teams implementing disaster resilience and emergency response projects.
· Provide the Marketing and Communications Team with relevant resources for required fundraising and communications.
· Foster positive relationships with other staff within Act for Peace, and the National Council of Churches in Australia (NCCA).
· Effectively liaise with donor agencies. 
· Fulfil a representative role for Act for Peace in external meetings with stakeholders including ACT emergency response forums (including PANZ), Church Agency Network Disaster Operations (CAN DO) consortium, ACFID Humanitarian Reference Group, Pacific Humanitarian Team and country relevant disaster management forums.
· Provide support to the management, logistical and technical requirements of partners during emergencies and ensure effective coordination with relevant Government departments, UN agencies and other responding NGOs

2. Key Competencies
· Leadership:  Ability to lead complex multi-disciplined project teams and also to work as a member of a team and autonomously to inspire and mobilise staff.
· Partnership relationship development: ability to establish and maintain respectful relationships with all stakeholders.
· Planning and Organising: ability to meet tight deadlines; handle concurrent projects/activities and balance, prioritise and adjust changing workloads; capacity to follow Act for Peace knowledge management/record keeping systems.
· Values: Understanding of and commitment to Act for Peace’s development philosophy, principles and objectives, and policies. 
· Fundraising and organisational growth: ability to foster and maximise funding opportunities in line with AfP’s strategic priorities.
· Project Management: understanding of all stages of program cycle management and provision of capacity building support to remote based partners including financial management skills.
· Problem-solving: ability to use sound judgment in applying technical expertise to a range of issues/problems with strong analytical and conceptual thinking skills. 
· Communication: excellent spoken and written English communication skills; the ability to relate to respectfully and effectively with partners from different cultures; capacity to prepare program proposals and reports; capacity to contribute to marketing and fundraising materials; capacity to contribute to campaigning, policy and advocacy materials. 
· Teamwork: generous team spirit; excellent interpersonal skills; demonstrated capacity to establish and maintain effective national and international partnerships and working relations in a multi-cultural, multi-faith environment with sensitivity and respect for diversity; capacity to work with remote stakeholders.
· Advocacy: ability to grasp and analyse issues from different perspectives; build relationships and influence diverse actors.
· Technology: fully proficient computer skills and use of relevant software and other applications.
· Commitment to continuous learning: willingness to keep abreast of new developments in the humanitarian sector and share within the agency where appropriate.

Selection Criteria
To apply, please email to jobs@ncca.org.au a 2-4 page covering letter addressing the following Selection Criteria along with your resume by Monday 12th September 2016.
Please quote “Disaster and Emergencies Program Coordinator” in the subject bar of your email. 
Required selection criteria:
1) Demonstrated leadership and management experience in the development and implementation of successful emergency response and disaster recovery programs benefiting communities based overseas. Please provide examples of two to three responses, including your role and the scope the response. 
2) In depth knowledge of disaster management, including community-based approaches to disaster risk reduction and preparedness. Please provide examples of two to three programs you have coordinated, including the extent of your role and scope of the program.
3) Excellent and demonstrated project cycle management skills, including financial management.
4) Experience in the capacity building of field-based staff and/or partner agencies in all aspects of disaster management including proven ability to provide both face-to-face and remote support to in-country staff to design and implement disaster management programs. 
5) Experience in community base protection programming design and implementation (desired).
6) Experience in design, proposal development and reporting for government funded programming. 
7) Experience liaising with and facilitating NGO engagement in planning and implementation of emergency response programs.
8) Strong leadership skills – the ability to inspire and lead multiple teams/working groups and effectively engage with a range of stakeholders. 
9) Excellent organisational skills, including ability to plan, organize, prioritise and implement work flow processes to meet position objectives, work independently and as part of a team. 
10) Proven ability to work under pressure and be flexible, including the ability to cope with multiple tasks, deadlines, and competing and/or changing demands.
11) Advanced writing, editing and document formatting skills (if invited to an interview please bring examples of reports for agencies or donors, policies and or operational manuals illustrating your capacity to communicate in the written word).
Our selected candidate will:
· Have a friendly, positive, respectful approach to work and the ability to work with personnel with a range of competencies.
· Have required visas to work in Australia.
· Be able to undertake international and domestic travel. 
· Undertake a National Police Check and Working with Children checks prior to employment.  Act for Peace prioritises the safeguarding of children in all of our work. 
· Commit to the values and purpose of Act for Peace and the NCCA as a whole, including sympathy with the values of the Christian faith. Commitment to equal opportunity and diversity & equity. 
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