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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.




Interim Project Coordinator (ICS Empower Project)

Reports to 


Recruitment, Selection and Training Coordinator

Staff reports
Empower Project Officer

Key relationships
The post holder will work closely with the Executive Director, and other UK and in-country staff, and will also manage relationships with the other UK agencies involved in the ICS project.

Salary 
      

£29,479 pa pro rata, Grade D

Status
Initial 12-week contract (with the possibility of a short extension), full-time 

Based in
Islington, London
 
Please note that the selected applicant will be required to start as soon as possible and ideally to be available for a couple of days before 20 December for a handover.

	Progressio is looking for a self-motivated, hands-on, team player, with initiative and a can-do attitude, and with a track record of managing projects efficiently.

You will project manage the last stages of the implementation of Progressio’s International Citizen Service (ICS) Empower Pilot project: ensuring the continuation of high standards and the achievement of the Empower project objectives. You will also be the focal point of Progressio’s representation with other joint UK partners involved in this project.

You will have exceptional organisational, interpersonal and communication skills, and the ability to work effectively with a geographically dispersed team.




ABOUT PROGRESSIO AND OUR APPROACH

Founded in 1940, 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, 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 Interact, our supporter magazine, our website and email bulletins.  

The Fundraising team is made up of a Fundraising Executive (individual giving), Head of Fundraising, Major Gift Fundraising Manager, Programme Funding Officer, and four Programme Funding/ Programme Funding and Development Officers based in the Dominican Republic, Honduras, Somaliland and Zimbabwe. 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 administration 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.  

Progressio has a sister organisation in Ireland, Progressio Ireland, based in Dublin. Although a separate company, we have a joint approach to supporting international development work, campaigns and outreach and there is close on-going liaison. Progressio Ireland currently has a block grant from the Irish Government and has more recently seen the successful development of strong relationships with the corporate sector in Ireland.

ICS EMPOWER BACKGROUND 

International Citizen Service (ICS) is a global volunteering experience which supports young people from all backgrounds to make a real difference to some of the world’s poorest people. This new initiative, launched by the Prime Minister and funded by the Department for International Development (DFID), gives hundreds of 18-22 year olds across the UK the chance to join in the fight against global poverty. Places are also available for some older team leaders who take on a pastoral care role towards the other volunteers, as well as contributing their skills and experience.

The ICS project is being run by several UK-based volunteering development agencies, working as a Consortium, to pilot the scheme in the first year.
 The ICS consortium is responsible for giving over 1000 British volunteers the opportunity to work alongside and assist communities in the global South, contributing towards meeting the Millennium Development Goals. 

At Progressio, the ICS project is called ICS Empower, and was launched earlier this year. More information is available in our website: http://www.progressio.org.uk/empower and also from the DFID website: http://www.dfid.gov.uk/ICS. 

Although all ICS volunteer placements have common elements, each of the agencies work in different ways and provide different opportunities for volunteers. The ICS placements are designed so that volunteers genuinely contribute to development, and to the raising of development awareness whilst in-country and on their return to the UK. The experience is also designed to have a lasting impact on the volunteers themselves: to broaden horizons, develop new skills and foster self-reliance. Empower placements have been providing volunteers with a positive experience inspiring them to become more committed to international development, social change, and to be supporters of Progressio’s work.

Progressio’s Empower project involves the placement of 120 volunteers for 10 weeks in El Salvador, Malawi and Peru. The first participants left the UK in July 2011. At the time of writing this job description only 11 places, for the March 2012 departure (going to Malawi), are yet to be recruited for. 


ICS Empower includes two types of volunteer placements:

- Group Action Volunteers (GAV): Groups of six volunteers, including two older volunteers, will undertake a series of coordinated activities relating to identified global themes, which will include conservation (eg reforestation and protected areas); community development projects (eg building greenhouses and kitchen gardens, or informal youth work); sustainable tourism; teaching support; sports and arts activities with local young people; and advocacy (such as producing material for training and/or communication campaigns and HIV awareness raising and prevention campaigns). Placements will be offered in both rural and urban locations. 

- Community Organising and Social Transformation (COAST): Small groups of volunteers will undertake placements together that are based particularly on their skills and knowledge in community organising and social transformation. They will work closely with individuals from civil society groups and share experiences of community development in the UK and placement country. As part of their placements, volunteers will work alongside national volunteers (both younger and older volunteers) in community development. They will develop a resource to share their learning in the UK and in their host country, disseminating their experiences, knowledge and skills through their own networks. 

On return to the UK, all volunteers will complete a minimum level of local action that suits their interests and motivations. 

THE POST

The post holder will take over the existing project and be responsible for ensuring the successful delivery of Progressio’s Empower project cycle, and report on key performance indicators. The role will also encompass participating in Consortium meetings and updating Progressio staff, budgetary monitoring, line managing the Empower Project Officer, providing a steer to the Empower team, conducting debriefings meetings with the returned volunteers, reporting on security incidents, coordinating with staff across Progressio, including in-country staff, to ensure the implementation of meaningful contributions of UK volunteers in a number of countries in the global South, and their engagement with local action on their return to the UK. 

- Accountability

The post holder will be line managed by the Recruitment, Selection and Training Coordinator.

The post holder will line manage the Empower Project Officer, and provide a steer to the Empower team (aside from the Empower Project Officer, the team includes the Central Services Administrator, Accountant, Recruitment, Selection and Training Officer, Recruitment, Selection and Training Coordinator, and a Volunteer).

Due to the success of the Pilot, there is a strong possibility that there will be a continuation of the ICS project. The post holder will participate in discussions and in the current work taking place about the possible continuation of ICS Empower after the Pilot phase.

DUTIES AND RESPONSIBILITIES

a. Project management

1. Implement Progressio’s Empower project work plans to ensure the success and delivery of the project (goals and deliverables), while ensuring quality and standards of the volunteer journey (pre and post placement).

2. Provide leadership and ensure that work plans, project timelines and milestones are met for the different components of Progressio’s Empower project.

3. Proactively manage changes in project scope, identify potential crises, and devise contingency plans.

4. Provide internal and external reports defining project progress, problems and solutions, and keep project team (London and in-country) and PCB informed of changes within the overall project.

5. Liaise with, and provide support to Progressio’s in-country staff (in El Salvador, Malawi and Peru) about placements and host partners, on an on-going basis.

6. Liaise with Finance and Administration team on project expenditure and financial matters, and ensure the project is within budget.

7. Liaise with Progressio’s in-country staff and ensure volunteer logistics, policies, legal requirements and security procedures are in place, and meet minimum standards.

8. Assist in trouble-shooting issues as they arise.

b. Representation and networks

1. Attend monthly meetings and work closely with the (Consortium’s) Programme Coordinating Body (PCB) and other partner agencies, including provision of relevant information on progress to the PCB.

2. Participate in Progressio’s Empower marketing, profile-raising and selection events to attract and select new volunteers. 

3. Participate in discussions about the possible extension of ICS Empower after the Pilot phase.

c. Managing the volunteer journey

1. Manage and ensure quality standards are met for the entire Progressio Empower ‘Volunteer journey’. 

2. Participate in the recruitment and selection of the remaining Empower volunteers for placements in 2012, including participating in selection days.

3. Ensure pre and post volunteer placement communication within the Empower team (London and in-country) is regular and effective.

4. Deliver the UK Returned Volunteer day and debriefs, and ensure contact with Empower volunteers is maintained.

5. Work with UK staff, to enable the participation of returning volunteers with relevant UK initiatives/networks, including their engagement with the local action in the UK.

6. Responsible for allocation the emergency telephone, and in the case of emergencies affecting volunteers, effectively manage the UK response and assist in-country staff with local responses (out of hours).

d. Staff management 

1. Provide support and supervision to the Empower Project Officer in line with Progressio’s policies and procedures.

e. Information management 

1. Ensure the Empower section of Progressio’s website (including volunteer blogs) and other Empower related social media, is updated on a regular basis.

2. Ensure learning from Pilot phase continues to take place, that is shared across London and in-country staff, and within the Consortium, and lessons learnt are incorporated. 

3. Ensure Empower-related communication is carried out in a timely, accurate and professional manner.

f. Other  

1. Attend and contribute to regular staff meetings as required.

2. All Progressio posts are self-servicing and the post holder will be expected to do her/his own typing, administration and filing.

3. The post holder will be required to comply with Progressio’s organisational policies, especially with regards to health and safety, equal opportunities and diversity, and other relevant policies as advised. 

The balance of these tasks will be determined by the requirements of Progressio at any particular time and agreed in consultation with the Recruitment, Selection and Training Coordinator. Since Progressio is a small organisation, staff may be asked to share, from time to time, in central service functions. Therefore, there may be times when the post holder is asked to take part in work not specifically indicated in their job description.

PERSON SPECIFICATION

This section outlines the skills and requirements we seek for this post, please read it carefully and ensure your covering letter addresses each of these (giving clear examples).

	Specification


	Essential


	Desirable



	Education 


	1. Degree and/or equivalent qualification
	20. Qualification in project management or equivalent



	Relevant experience  
	2. Substantial  track record of successful project management and implementation, including budgetary control
3. Proven people management experience, including enabling others to achieve goals and delegating where appropriate

4. Experience of network building and representation 

5. Experience of building effective working relationships with a culturally diverse workforce, spread across different geographical locations

6. Experience of organising and prioritising a demanding workload, including working under pressure to achieve deadlines and adjusting workload in response to changing circumstances


	21. Experience of working or volunteering in a developing country

22. Experience of developing/ revising educational materials on international development issues, and international volunteerism 

23. Experience of selecting and inducting volunteers/staff

24. Proven experience in planning and organising marketing/promotional events (including public speaking) 



	Skills and knowledge 
	7. Knowledge of project management techniques and tools, and ability to ensure projects are executed within budget, on time and to high standards

8. Sound judgement, problem solving skills, the ability to respond to project adjustments and alterations promptly and efficiently

9. Strong networking skills and the ability to collaborate with other organisations, represent Progressio and undertake public speaking engagements

10. Excellent interpersonal and communication skills, including the ability to communicate and work with a wide range of people (especially young adults) in a participatory, respectful, collaborative manner, and to enhance effective work relationships 

11. The ability to foster motivation within the project team to meet tight deadlines and to remain professional and calm when working under pressure

12. Initiative, flexibility and excellent attention to detail 

13. Excellent language skills (spoken and written) in English, including the ability to write reports
14. Excellent computer and numeracy  skills 

15. A good understanding of  international development issues and debates


	25. Knowledge of training/facilitation methodologies 

26. Knowledge of the Catholic Church, including youth and education networks

27. Spanish language skills (spoken and written) 



	Other
	16. Commitment to and sympathy with Progressio’s purpose, vision and values and the ability to put them in to practice

17. An entrepreneurial, results oriented and dynamic approach 

18. Willingness to work occasional evenings and weekends

19. Availability to start as soon as possible


	


TERMS AND CONDITIONS

· Fixed-term contract (12 weeks with possible short extension). 

· Full-time (35 hours per week) with time off in lieu for overtime worked. 

· Salary of £29,479 gross pa (pro rata), Grade D.

· 25 days annual holiday (pro rata).

· Death in Service Benefit.

Progressio operates flexible working patterns (not flexi-time) and is willing to consider job-share applications. Such applications must be made together, Progressio is unable to appoint part job-shares.

Trade Union Membership

Progressio staff members are free to join an appropriate trade union if they wish. Membership is available through the shop stewards.

HOW TO APPLY

	To apply, please email your CV and a covering letter outlining your interest in this post, and how you meet the Person Specification requirements to recruitment@progressio.org.uk.

Please specify ‘Interim Project Coordinator (ICS Empower Project)’ in the subject line.
Closing Date: Monday, 12 December 2011  Interviews: Thursday, 15 December 2011



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 committed to making every reasonable adjustment to the workplace in order to accommodate people with disabilities.

Due to UK law, Progressio is only able to employ people with employment rights in the UK/EEA.

Progressio is the working name of the Catholic Institute for International Relations (CIIR).

Charity registration number 294329.

November 2011

� Please note that from March 2012 Progressio will be moving to new offices located in Brixton, South London.


� These include International Service, Progressio, Restless Development, Skillshare International, Tropical Health and Education Trust and Voluntary Service Overseas.
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