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Progressio has been leading the way on practical international development issues for more than forty years. Whether through placing development workers overseas, or in our policy and advocacy achievements, Progressio has a track record of making a difference. We work with people of all faiths and none.




Timor-Leste Country Representative 

Reports to
Head of Programmes.
Based
Dili, Timor-Leste.

Posts reporting directly
Local staff in the Timor-Leste programme.
Key relationships
Other London-based staff including the Programme Officer, Policy and Communications, Finance, Fundraising, International Programmes, and Recruitment staff.


In the region, the post holder will manage relationships with development workers (DWs), local partners and stakeholders in Timor-Leste and with other regional-based staff of the Africa, Middle East and Asia region.
Status
Full-time, two-year contract, with the possibility of an extension.
Remuneration
USD$34,500 per annum (gross), plus other benefits. 

Please note that the selected applicant will be required to take up the post before the end of March 2012 at the latest.
For this post, we especially encourage experienced Timorese professionals to apply.
	The post holder will be responsible for the management of Progressio’s programme in Timor- Leste, ensuring the delivery of programme plans. S/he will have a pivotal role in defining development policy and priority areas for Progressio's work in the country, working together with local partners, development workers and other stakeholders. 

Within the context of Progressio’s work of skill-sharing and advocacy, the post holder will be responsible for overseeing the implementation of Progressio’s 2010 - 2015 strategic plan for Timor-Leste. 

This post requires a skilled and talented individual, with demonstrable leadership and programme management experience, who can deal with complex issues, a demanding workload, and can communicate well with a wide range of people.



ABOUT PROGRESSIO AND OUR APPROACH
Progressio is a UK-based charity working internationally to enable people in developing countries to challenge and change the situations that keep them poor. We currently work in 11 countries and have a long history of working in fragile, post-conflict and authoritarian states. 

We develop long-term partnerships with local organisations and community groups in the global South, providing practical support through around 70 development workers (DWs), mostly from the global South, who share skills, know-how and training. 

Because poverty is about unequal power relations and a lack of human rights, we work with a wide range of people who are poor and marginalised to change the structures that keep them in poverty. We support them in their calls for policy change. With our supporters, we stand alongside them in demanding that decision-makers around the world sit up and listen to them.
Inspired by our Catholic roots, we believe that experiencing ‘life in all its fullness’ includes freedom and control over one’s life and future. It means challenging inequalities and power imbalances. We see every person as sacred, having inherent dignity, so we stand in solidarity with poor people in achieving their rights.

GOVERNANCE

As a UK registered charity, Progressio has a Board of Trustees that is responsible for the overall strategic vision of the organisation. There are also two committees and a working group. The Executive Director is directly accountable to the Board with direct management from the Chair of Trustees. 

STAFF AND SUPPORTERS AROUND THE WORLD

Progressio has seven sub-regional and country programmes in Central America (El Salvador, Honduras and Nicaragua); Hispaniola (Dominican Republic and Haiti); Peru; Somaliland; Southern Africa (Malawi and Zimbabwe); Timor-Leste and Yemen. 
Progressio has four main teams: International Programmes, Policy and Communications, Fundraising, and Finance and Administration. 

The International Programmes team covers Progressio’s development work, monitoring and evaluation and other support and management staff.

The Policy and Communications team works closely with partners, development workers and supporters in the UK, supporting them to engage and influence and bring about change in policy at regional, national and international levels. The team raises Progressio’s profile in the UK media and seeks to provide a platform for Southern voices through its advocacy, campaigning and outlets such as our supporter magazine, our website and email bulletins.  

The Fundraising team is made up of four London-based staff and four regional Funding Officers. The team works to secure funds from a range of sources including major donors, trusts and foundations, government funding (both UK and overseas) and, in some cases, corporate funding.

The Finance and Administration team is responsible for financial management, recruitment, selection and training, general administrative and IT support to Progressio.
Progressio is a membership organisation and we have a supporter base of approximately 3,000 people. Active engagement with our members, to inform and mobilise them is a vital part of our mandate. More detailed information about our work is available on our website: www.progressio.org.uk.  

STRATEGIC THEMES 

Progressio’s work is framed within three strategic themes (Progressio also conducts international advocacy work on these themes): 

- Effective Governance and Participation: strengthening the capacity of partners so that they are better placed to organise, influence and participate in local, national and international structures to secure results in poverty eradication, social justice, gender equity, transparency and accountability.

- HIV and AIDS: enabling communities to respond effectively to HIV, influencing policy and practice on HIV, strengthening gender perspectives and building greater understanding and involvement on the part of faith-based organisations and religious leaders.
- Sustainable Environment: ensuring the sustainable management of natural resources, influencing policies that impact on the environment and strengthening the participation of women.
Gender is mainstreamed throughout our programmes and is incorporated in our policies and procedures.
BACKGROUND - TIMOR-LESTE

After four centuries of Portuguese colonial rule, Timor-Leste was illegally occupied by the Indonesian army between 1975 and 1999. In 1999, the people of Timor-Leste, voted overwhelmingly for independence during a United Nations (UN) supervised consultation but paid a dear price when militia went on a rampage, forcibly displacing 250,000 people and killing over a thousand people. Moreover, the country’s infrastructure was almost totally destroyed. An international military intervention was necessary to stop the violence and the country was under UN administration until 2002. 

In 2006, violence flared up and resulted in the attempted assassination of the President and Prime Minister in early 2008, leading to a renewal of a significant UN presence, which forced better coordinated stabilisation of the country. Since mid-2008, the security situation in Timor-Leste has gradually improved but root causes of instability – widespread poverty and unemployment as well as a traumatic past – continue to have an impact. Timor-Leste is at a critical moment in its development as a new nation. The country still needs to build sustainable structures of governance. A real transfer of knowledge and skills is the most critical factor in this painstaking and lengthy process. The transfer of knowledge is essential to achieve substantial participation of the local population in the process of nation building. Foreign assistance is temporary, therefore there is a need to ensure that Timor-Leste becomes a self-confident and autonomous nation.

TIMOR-LESTE COUNTRY PROGRAMME 

Progressio has had an international advocacy programme on Timor-Leste since the Indonesian invasion of 1975. We monitored the 1999 popular consultation during which the Timorese opted to vote for becoming an independent nation. The needs of the newly independent country became more acute following the destructive revenge taken by the Indonesian army as it withdrew. Since 2000 we have been developing a skill-share programme with an office based in Dili. 

Progressio’s first five years working in Timor-Leste saw the development of a country programme which strove, in the context of the transition to independent rule, to strengthen women’s organisations and women’s rights at both a national and at grassroots level through advocacy, capacity building and community organising at village level. In the next five years the programme will be focusing further in the thematic area of Effective Governance and Participation, with the implementation of an institutional capacity building programme supporting a wide range of partners. At the same time, currently there are also pilot projects in the thematic areas of Sustainable Environment and HIV and AIDS.

Timor-Leste is developing as a nation; this year it will celebrate its tenth anniversary of independence, and our programme is adapting to the changing needs, having re-focused to a stronger presence in the districts and with multi-partner projects. At its heart, the programme will continue to work towards the empowerment of Timorese civil society organisations, so that they are themselves able to promote democratic, rights-based, gender sensitive development, and working with respect for all faiths and none. This will be done through our unique blend of skill-sharing, advocacy and capacity building for which we are known throughout Latin America and the Caribbean, Africa, the Middle East and Asia. The new Timor-Leste Country Representative (TLCR) will play a key role in shaping the future development of the programme. 

In Timor-Leste, Progressio currently has nine DWs working on the following thematic projects, with various other projects and placements in the pipeline:

· Institutional Capacity Building: dedicated organisational development support to selected partners.

· Raising Women’s Voices: protecting and promoting women’s rights and gender equality.

· Supporting Inclusive Local Governance: enhancing citizens’ involvement in local decision-making processes.

· Strengthening HIV prevention and support: supporting a People Living with HIV-led prevention and support mechanism.
More detailed information about the Timor-Leste programme is available on our website: http://www.progressio.org.uk/content/timor-leste. 
THE POST

- Overall purpose of the role

The TLCR, supported by local staff, will be responsible for managing Progressio’s programme in East Timor. S/he will work in consultation with the London-based Head of Programmes (HOP) and collaboratively with local and other Progressio staff, and with Timorese partners. 
Progressio Timor-Leste has an office in Dili, staffed by a Programme Officer, Finance and DW Support Officer, Driver and Logistics Officer, Administration Assistant, Cleaner/Receptionist and Security Guards.
Below is a list of the TLCR’s duties and responsibilities. In practice the post holder will find him/herself focusing on a variety of duties according to the current demands and stages of development of the skill-share and advocacy capacity building programmes. 

- Duties and responsibilities:

- Programme maintenance
· To negotiate with the relevant governmental authorities and ensure that all legal permissions are maintained up-to-date for the programme to operate legally in the country.

· To ensure that all DWs have the required documents to operate legally in the country, and that these documents are maintained up-to-date.
· To be responsible for maintaining an office of sufficient staffing and size, to ensure the smooth running of the country programme.

· To represent Progressio within the framework of up-to-date bilateral agreements with the Timor-Leste government, and in the maintenance of on-going relations with embassies, donors, other official international bodies, the media, faith-based organisations, and with local partner organisations and networks.

- Strategic planning and programme development
· Within the context of Progressio’s organisational plan, to implement and deliver upon a recent round of participatory strategic planning of Progressio’s work in Timor-Leste for 2010 - 2015.

· To keep informed of the major political and socio-economic events in the country and region, to examine the development work being carried out by other bodies in the country, and to assess Progressio’s options in that context.

· To keep up to date with existing and potential local partners working on issues within Progressio’s three themes and to develop joint development projects with them, incorporating strategically placed DWs.

· To ensure the skill-share portfolio of projects containing strategically placed DWs is maintained and expanded, including overseeing and participating in DW recruitment, selection, and orientation in country.

· The post holder will have a pivotal role in defining priority areas for Progressio’s work in the country, working together with partners, DWs, national advisers, and other stakeholders, to produce detailed and credible development projects capable of attracting donor grants.

· To work closely and proactively with the London-based fundraising team to identify, develop and produce funding proposals to support the Timor-Leste programme’s activities and costs.

· Ensure the implementation and supervision of funded projects according to agreements with donors, including ensuring that the appropriate monitoring and evaluation takes place and is reported upon both on time and to a high standard.

· With the London-based Policy and Communications staff, to develop and implement Progressio’s advocacy agenda for Timor-Leste.

· To provide analysis and support to Progressio’s partner organisations on request, to assist them in the design of complementary advocacy strategies to influence policies at local, national and regional level.

· To generate a strong gender analysis, rooted in the experience and priorities of Progressio’s partner organisations, and which is orientated towards changing the policy and practice of key decision-makers.

· To contribute to discussion of institutional policy and strategy, including participation in any Progressio staff conferences, whether regionally or London-based.

- Programme management

· To be responsible for the security of DWs, programme staff, and office equipment, and regularly review and update the country-specific security management guidelines of the programme.

· To carry out appraisals of development projects and, where appropriate, commission and select technical project assessments from consultants. The post holder should ensure that project assessments have sufficient information about the project placement to enable Progressio to satisfactorily recruit, select and prepare DWs for the placement and to raise donor grants.

· To negotiate and draw up agreements between Progressio and project partners. The agreement should specify the major aspects of the partnership, and should clarify mutual expectations of the placement.

· To be responsible for exploring and maintaining cooperation with partners beyond the placement of DWs, i.e. information exchange, lessons learnt, networking with other organisations, identification of resource and funding sources, and short-term research assistance.

· To select, induct and provide on-going support and supervision to local staff, and carry out Progressio’s performance appraisal processes to ensure high quality performance. 

· To ensure regular reporting by local staff and DWs, and to respond to reports both in writing and through meetings with DWs and partners. To make monitoring visits to all partners and DWs at least once every six months and to provide appropriate support for either partners or DWs to ensure the effectiveness of Progressio’s contribution.

· In coordination with the London-based Recruitment, Selection and Training team, participate in selection processes for DW placements as required, and organise DW orientation programmes and debriefings (at the end of the placement).

· Monitor the implementation in-country of RICA (Regular Impact and Capacity Assessment - Progressio’s monitoring and evaluation framework) in coordination with the London-based Learning Manager, the Programmes Monitoring and Evaluation Officer and other in-country staff. This includes, monitoring and reporting on achievements of objectives in accordance with Progressio policy and procedure.

· To keep DWs and local staff informed of all developments within Progressio which are relevant to their work, and where necessary, to involve them in discussion of such developments. As part of organisational shared learning, to organise group meetings for DWs twice a year, for consultation on policy, strategy and different institutional issues.  

· To support learning and knowledge exchange among staff and DWs, and ensure best practice and excellence.
· To ensure the correct implementation of the Guide for Service for DWs, including any disciplinary procedures.

· Coordinate international visitors during field trips.

· To be responsible for hiring consultants, setting and agreeing terms of reference for work on specific assignments, for supervising their work, and for negotiating fees within limits agreed by Progressio’s management.

- Finance and administration
· Within the framework of Progressio’s plans for the strategic development of its regional and departmental programmes, to be responsible for the preparation and prudent management of the annual country budget, based on detailed work schedules agreed by the HOP.

· To be responsible for Progressio’s programme funds in the country programme, to monitor current budget expenditure, ensure accurate coding of expenditure and to submit monthly returns to the London office.

· To be responsible for the administration of salary payments to Progressio’s in-country staff, DWs’ monthly allowances, office rent, suppliers’ payments and other expenses.

· To ensure adequate cash flow is maintained in the Progressio Timor-Leste accounts.

· To oversee the effective administration of the material resources belonging to the programme - the office, office equipment, vehicles, household equipment etc. Appropriate insurance and security measures need to be in place for this provision.

The post holder should be aware that s/he may be expected to carry out other duties, not specifically detailed in the job description, as requested by the HOP.

PRIVATE 
PERSON SPECIFICATION 

This section outlines the skills and requirements we seek for this post; please read it carefully and ensure that your application relates to each of these requirements (giving clear examples).
	Specification


	Essential


	Desirable



	Education 

and Training
	1. University degree in international development, management, public administration or in any other relevant field

	25. Postgraduate degree, preferably Masters level or above in relevant area, e.g. civil society strengthening


	Relevant Experience
	2. A minimum of five years’ experience in NGO management, with demonstrable experience in:
· Programme management 

· Financial planning/ management, with proven finance/ budgeting skills
· Strategy and policy formulation and implementation 

· Resource mobilisation (including reporting to and liaising with donors)

· Human resources management (including staff recruitment and selection, induction and performance management)

3. Experience of network building and working with civil society organisations, including faith-based organisations 


	26. Experience of being managed at a distance 

27. Relevant work experience in Timor-Leste and/ or in the South East Asian region 



	Skills and knowledge
	4. Sound knowledge and analysis of the South East Asian and Timorese political and economic contemporary context

5. Good understanding of international development issues, and the role of civil society organisations and multilateral bodies in development

6. Good understanding of civil society organisations (CSOs) and NGO networks in the region and the key issues involved

7. Well-developed project cycle skills (e.g. design, implementation, monitoring and evaluation)
8. Sound grasp of gender analysis and dynamics

9. Excellent interpersonal, representational and influencing skills, including the ability to communicate and work with a wide range of people in a participatory, respectful, collaborative manner, and to enhance effective work relationships 

10. Leadership skills, including the ability to think and act strategically

11. Good problem solving skills, an openness to learning (including the ability to reflect on areas for improvement), and the ability to adapt skills and knowledge and work with existing resources

12. Ability to prioritise a heavy workload and to work to tight deadlines
13. Dynamic and results oriented, with drive for innovation and excellence

14. Ability to live and work effectively in a challenging environment, and in compliance with security measures

15. Excellent oral and written skills in English

16. Strong numeracy skills

17. Computer literate

18. Competence in spreadsheet accounting

19. Ability to be self-servicing


	28. Ability to speak Tetum, Bahasa Indonesia and/ or Portuguese
29. Particular knowledge and familiarity with the socio-political and socio-economic reality of Timor-Leste


	Other 

	20. Cultural sensitivity and the ability to work with diverse and marginalised groups

21. Willingness to work with faith-based constituencies

22. Strong personal commitment to Progressio’s vision, values and goals, and ability to put them in to practice

23. Willingness to learn Tetum 
24. Ability and readiness to travel by car frequently and widely within Timor-Leste, and outside the country if needed

	30. An understanding of the structures of the Catholic Church
31. Holder of a driving licence 




LOCATION
The post holder will be based in Dili, the capital of Timor-Leste. All the main government offices and foreign missions – including international organisations – are located in the capital.

Dili is a beautiful seaside town made up of a mixture of modern and historic buildings that represent the former Portuguese presence. For the last few years Dili has been dominated to some extent by the presence of foreign nationals, and this has raised the cost of living to a standard that is generally higher than that found in neighbouring Indonesia. A single person living in Dili requires around US$500 per month for basic daily living, not including rent. 

Although Dili has been the centre of socio-political crises in recent years, which has resulted in occasional tensions, it still has the relaxed, easy feel of a small town with an easy-going way of life. Generally housing is of a modest style, serving the main functions of shelter and privacy. In terms of entertainment, Dili is surrounded by beautiful beaches, nice fish restaurants and bars, and beautiful hike-able and bike-able countryside. There is, however, little in the way of cultural events or other forms of entertainment. The climate is composed of a long dry season (roughly nine months from March to November), and a short refreshing rainy season (December to February).

TERMS AND CONDITIONS

· Full-time, two-year contract, with the possibility of an extension.

· The selected candidate will have a six-month probationary period. If this period is successfully completed s/he will be confirmed in post for the remainder of the two-year contract.

· 35 hours per week, with time off in lieu for overtime worked.
· The salary paid will be USD$34,500 per annum (gross) and paid in country, and from which the post holder is responsible for paying any tax (currently at 10 per cent of the whole salary) and deductions applicable under Timorese law. This figure includes elements for housing, dependants, schooling and pension. 
· The salary is paid monthly in arrears into a bank account in Timor-Leste.

· Personal insurance cover for one recognised adult dependant, and for dependant children, will be provided through Progressio’s accident and emergency insurance cover. For nationals of Timor-Leste this scheme is not available, instead Progressio will provide an annual contribution of US$500 per adult, and US$250 per child towards a local private medical cover scheme.

· The post holder will be entitled to a maximum of 33 days paid holiday per year (pro rata), which includes annual leave and national holidays, as applicable in Timor-Leste.

· Training and briefings provided.

· Use of programme vehicle for work-related activities.

· If the successful candidate does not already live in Timor-Leste, s/he will receive a relocation grant of US$3,000. (US$1,500 at the start of the assignment, and US$1,500 at the end of the assignment. This grant is subject to negotiation in the case of a couple). This does not apply to candidates who are already living in Timor-Leste.
· Progressio pays, and makes the arrangements, for air travel (in economy class) to your country of posting on an agreed date. You will receive a single flight back to your country of permanent residence at the end of the two-year contract. This does not apply to candidates who are already living in Timor-Leste. 

HOW TO APPLY


	It is essential that you complete Progressio’s application form in full, as very specific information is required and will be used to decide whether or not you will be short-listed for an interview. Please note that CVs/resumes will not be accepted.
For further information and an application form visit www.progressio.org.uk/jobs. 
Closing date:  12 February 2011                   Interviews:  End of February 2012
Please return the completed application form to: Recruitment@progressio.org.uk



EQUAL OPPORTUNITIES

Progressio promotes diversity and equality of opportunity and welcomes applications from people regardless of sex, race, disability, sexual orientation, age and religion or belief.

Progressio is the working name of the Catholic Institute for International Relations.
- January 2012 -

� Also known as Timor Lorosae and/ or East Timor.
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