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Progressio has made a significant contribution to international development and human rights for more than seventy years. We support poor and marginalised people, especially women, to empower themselves – People Powered Development – by placing development workers to share skills in nine countries, and through our international policy, advocacy and campaigning. Progressio has Catholic roots and works with people of all faiths and none.



Interim ICS Programme Manager
Reports to 
Recruitment, Selection and Training Coordinator 
Staff reporting
Two Project Officers, three Project Support Officers and two interim Administrators 
Key relationships
The post holder will lead the London-based International Citizen Service (ICS) Team, and will work closely with five ICS in-country teams, the Finance and Administration Team, and other London-based staff. 

The post holder will also manage relationships with the ICS central hub, with the other UK development agencies involved in the ICS programme and with young adult volunteering networks in the UK.

Status
Fixed-term contract (until 31 March 2016), full-time (35 hours per week)
Salary 
£38,731gross pa (plus other benefits), Grade F
Based in
Brixton, London
	This is an excellent opportunity for a skilled programme manager with a passion for international volunteering, young people and development. This role requires excellent project management and interpersonal skills, representing externally at a senior level, to work under pressure and meet targets, the ability to coordinate a range of administrative and financial processes and to work effectively with a diverse range of people.

The post holder will be responsible for the day-to-day management of the ICS programme, work closely and support Progressio’s in-country managers delivering ICS - in El Salvador, Honduras, Malawi, Nicaragua and Zimbabwe - and with the staff of the ICS central hub, line manage the London-based ICS team, and represent Progressio in the negotiations of the new ICS phase. 

This is an exciting time for Progressio’s highly-regarded ICS programme. You will play a leading part in setting the new phase of ICS funding, ensuring we build on our successes, address emerging challenges and opportunities, and remain at the forefront of the delivery of the programme.



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 nine 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 development workers (DWs), mostly from the global South, who share skills, know-how and training. We also send committed young adults from the UK to engage in community development work for 10 weeks - this programme is called Progressio ICS. Both DWs and Progressio ICS placements contribute towards improving the lives of thousands of people in poor communities.

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 and marginalised people in achieving their rights. We call this people powered development.

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 Chief Executive is directly accountable to the Board with direct management from the Chair of Trustees. 

STAFF AND SUPPORTERS AROUND THE WORLD

The Progressio family includes our office in London; our regional and country offices; and Progressio Latina, which raises funds for and oversees our work in Central America. 

Progressio works in Central America (El Salvador, Honduras and Nicaragua); Hispaniola (Dominican Republic and Haiti); Somaliland; Southern Africa (Malawi and Zimbabwe) and Yemen. We have a sub-regional office in Tegucigalpa that oversees our work in Central America, with smaller offices in Nicaragua and El Salvador. A sub-regional office in Harare oversees our work in Southern Africa, with a smaller office in Malawi. In Santo Domingo, a sub-regional office oversees our work in the Dominican Republic and Haiti, where Progressio works in strong collaboration with Christian Aid. We also have country offices in Somaliland and Yemen. Our country teams in El Salvador, Honduras, Malawi, Nicaragua and Zimbabwe are also responsible for the running of Progressio ICS in these countries.

Progressio has five teams: 

The International Programmes team oversees Progressio’s development worker programmes. The team includes in-country staff, comprising Sub-Regional Managers, Country Representatives and support staff, and the UK-based Director of International Programmes, Programmes Officer and Programme Funding and Learning sub-teams, and works closely with all other teams. The Learning team is responsible for monitoring and evaluation and learning across the organisation. The Programme Funding team is made up of London-based staff and regionally-based Funding Officers, and secures grant funding from institutions.

The Finance and Administration team is responsible for financial management, recruitment, selection and training, Progressio Central America/Progressio Latina, the ICS Programme, and general administrative, HR and IT support to Progressio.

The International Citizen Service team oversees our young adult volunteering programme, Progressio ICS, working closely with in-country staff on planning and delivery. 

The Policy team works closely with partners, development workers, youth volunteers and UK-policy-makers to influence and bring about change in policy at national, regional and international levels. The team seeks to provide a platform for Southern voices through its policy work. 

The Public Engagement team is a new integrated department combining Campaigns, Communications and UK supporter staff, who also work closely with the Policy and ICS teams. The integrated team will deliver our new people engagement strategy. The team works to secure funds from priority UK audiences. Progressio is a membership organisation and we have a supporter and campaigning base of approximately 5,000 people. Active engagement with our supporters, to inform and mobilise them, is a vital part of our mandate.

More detailed information about our work, thematic areas and overseas programmes is available on our website: www.progressio.org.uk
ICS BACKGROUND 

International Citizen Service (ICS) is an opportunity for volunteers to help some of the poorest people in the world and learn valuable new skills at the same time. Funded by the Department for International Development (DFID) and run by some of the most respected names in international volunteering, it is the UK’s foremost global volunteering programme for young adults.

ICS brings young adults from the UK and the different countries we work in together to fight poverty, making a difference where help is most needed. Young volunteers, informed and inspired by their experience, then embark on lifelong journeys of positive involvement in community development issues.

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. Volunteers, inspired by their experience, become more committed to international development, social change, advocacy, and to becoming supporters of Progressio’s work. 

Progressio has successfully completed the pilot stage of ICS, in which 130 Progressio volunteers were posted between July 2011 and March 2012, and is now implementing Phase II of the programme (which started in March 2012), which involves posting 730 volunteers. Volunteers are placed in El Salvador, Honduras, Malawi, Nicaragua and Zimbabwe on 10-week placements. The annual cycle break down is: January, April, July and October. Phase II of the ICS project lasts three and a half years and is due to end on 31 August 2015. 

The ICS consortium has recently bid for a new phase of funding for the programme. This is expected to last until June 2018, and under the new programme Progressio will be sending 765 UK volunteers on 10 to 12 week placements (from October all Progressio ICS placements will be for 12 weeks)
Volunteers work in groups of about six to 12, together with a Group Leader, and undertake a series of coordinated activities relating to identified global themes, which includes conservation (e.g. reforestation and protected areas), community development projects (e.g. 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). ICS placements are offered in both rural and urban locations. Since the start of the ICS Phase II, UK volunteers have been working alongside a group of an equal number of national volunteers and a national Group Leader. 

At the end of their placements, UK and national volunteers complete a level of local action that suits their interests and motivations (Action at Home). They also attend a two-day Returned Volunteer Event. 

Further information about Progressio ICS can be found on: www.progressio.org.uk/ics  

ICS TEAM 

This fixed-term post is located within the ICS team. The team works closely on a day-to-day basis with London and in-country staff, and with the ICS central hub.

The ICS team consists of a Programme Manager, two Project Officers, three Project Support Officers, and two Interim Administrators, and a designated Accountant. At present the Recruitment, Selection and Training Team assists the ICS team with recruitment, marketing and social media. 

It is worth mentioning that the post holder will be required to work around three weekends per quarter (i.e. the Returned Volunteer Events, selection days, and/or pre-departure training). 
THE POST

This post holder will be responsible for leading the Progressio ICS programme, including the negotiations of a recently approved phase of ICS funding and ensuring the teams in the UK and overseas deliver on existing commitments and targets are met. In addition, the ICS Programme Manager will be responsible for reporting on programme delivery progress to the ICS central hub, to the Director of Finance and Administration (DFA) and the Chief Executive (CE) and take a role in overall strategic direction of the programme.
This post is located within the ICS team, which will be part of the Finance and Administration team. The team works closely on a day-to-day basis with London and in-country staff.

- Accountability

The ICS Programme Manager will be line managed by Recruitment, Selection and Training Coordinator (RSTC).
DUTIES AND RESPONSIBILITIES

a. Programme management

1. Implement Progressio’s ICS programme work plans to ensure the success and delivery of the new phase of the programme (goals and deliverables), while ensuring quality and standards of the volunteer journey (in the UK and in-country), in line with Progressio’s policies and procedures and those of the ICS central hub.

2. Provide leadership and ensure that work plans, timelines and milestones are met for the different components of Progressio’s ICS programme (in the UK and in-country).

3. Proactively manage changes in programme scope, identify potential crises, and devise contingency plans. Assisting in trouble-shooting issues as they arise.

4. Provide regular internal and external reports and updates (e.g. to the DOF, and quarterly reports to the ICS central hub and the Board) defining programme progress, plans against budgets, problems and solutions, and keep the ICS team (in the UK and in-country) informed of changes within the overall programme.

5. In the case of emergencies affecting volunteers, effectively manage the UK response and assist in-country staff with local responses (out of hours).

6. Liaise with, and provide support to Progressio’s in-country staff about placements and host partners, on an ongoing basis.

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. Ensuring risks associated with programmatic work are appropriately assessed and reviewing, and signing off country/community risk assessments.
8. Meet monthly with the DFA and the RSTC for updates and guidance. 
9. Attend monthly catch up meetings with the Head of Programmes and with the CE.

10. Ensure quality and consistency in all ICS related written materials, including pre-departure packs, volunteer handbooks, Group Leader’s manuals, volunteer learning tools, and of the ICS section of the Progressio website.

11. Participate in ICS recruitment, selection, marketing, pre-departure training and returned volunteer events.

12. Discuss potential new partnerships with in-country staff. 

13. Ensure information/recruitment days, selection days, pre-departure training and returned volunteer days/events run effectively and on budget.

14. Work with the Head of Programmes, Policy and Public Engagement staff to ensure that ICS is integrated into the overall work of Progressio.
15. Lead on specific consultancy pieces, this involves drafting TORs and participating in the selection of consultants. 
b. Negotiations on the new ICS phase

1. Represent Progressio on the ongoing negotiations pertaining to the new ICS phase.

2. Involve and keep informed the CE, DFA and the RSTC on the ongoing negotiations. 

c. Public profile, representation and networks

1. Attend monthly/quarterly delivery/review and strategy meetings at the ICS central hub, and work closely with the ICS central hub and other partner agencies, including provision of relevant information on progress to the central hub.

2. Liaise with the CE on addressing negative stories in the media on the ICS programme.

3. Promote Progressio’s ICS programme principally through developing and maintaining effective relationships with key personnel through faith-based and young peoples’ networks in the UK.
4. Represent Progressio in other relevant fora related with Progressio ICS (e.g. engagement with MPs, Embassies)

d. Financial management

1. Liaise with the ICS Accountant on expenditure and financial matters, and ensure the ICS programme (in the UK and in-country) is within budget.

2. Assist ICS in-country staff with the preparation of annual plans and budgets and ensure ICS in-country expenditure remains within budget.
3. In conjunction with the ICS Accountant, monitor expenditure against planned budgets. This involves regular reporting to the ICS central hub in terms of monthly invoicing, value for money, fundraising remittance.
4. Attend quarterly finance meetings at the ICS central hub. 

5. Ensure the ICS team comply with internal financial procedures (ensuring all reimbursement expenditure is correctly coded and processed on time).

6. In conjunction with the ICS Accountant conduct six-monthly reforecasting (and re-phasing) of the ICS budget when needed.
e. Staff management 

1. Conduct monthly support and supervision meeting to the members of the ICS team in line with Progressio’s policies and procedures, and conduct annual Performance Development Review meetings. 

2. Agree on individual goals and monitor performance.

3. Conduct weekly team catch ups.

4. Balance workloads between team members as appropriate.

5. Participate in the selection and induction of new team members..
f. Information management and monitoring
1. Ensure the ICS team (UK and in-country), and other staff are informed of the main issues and debates concerning the ICS programme.

2. Compile end of cycle reviews and share then internally and with the ICS central hub.
3. Provide feedback on theories of change, project plans, team plans, project updates.
4. Review team debriefs, case studies, project debriefs and share then internally. 

5. Ensure Progressio evaluates all stages of the volunteer journey, and records and disseminates lessons learnt (internally and externally).

6. Ensure UK and in-country staff keep the database (Job Science) updated.
7. Ensure ICS-related correspondence is carried out in a timely, accurate and professional manner.

8. Develop and maintain information management systems (paper and e-based) regarding the ICS programme (e.g. delivery and budget overviews, planning systems), whilst complying with data protection procedures.

g. Other

1. Potential overseas travel to the ICS programmes.
2. Conduct inductions sessions on Progressio ICS with new staff members. 

3. With the RSTC, holds the ICS emergency phone (on a weekly rota).

4. Attend and contribute to staff meetings as required.

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

6. 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 Head of Programmes. 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 application addresses each of these (giving clear examples).

	Specification


	Essential


	Desirable



	Education 


	1. Degree in a relevant field or equivalent experience of working on international development issues


	25. Qualification in project management or equivalent



	Experience 
	2. Solid track record of achieving programmatic impact through working with international NGOs on programme delivery
3. Successful programme management implementation experience spread across different geographical locations
4. Substantial experience in:

· Strategy formulation, implementation and monitoring

· Assessing and evidencing impact and learning

· Budget management (including financial reporting and reforecasting)
5. Experience of representation at a senior level, network building and of working proactively with NGOs, young people’s and faith based networks

6. Proven people management experience, including enabling others to achieve goals

7. Experience of staff selection and induction 

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

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


	26. Experience of working or volunteering in a developing country

27. Experience of leading young volunteering programmes overseas



	Skills and knowledge 
	10. Ability to think and act strategically 

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

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

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

14. The ability to foster motivation within the ICS teams in the UK and overseas to meet tight deadlines

15. Sound judgement, problem solving skills, the ability to execute tasks in a high-pressure environment, and to react to programme adjustments and alterations promptly and efficiently

16. Initiative, flexibility and the ability to assume responsibility for work and follow through to completion

17. Excellent language skills (spoken and written) in English, including the ability to write reports

18. Excellent computer and numeracy skills (including advance Excel skills)
19. A good understanding of international development issues and debates

20. Creativity and the ability to inspire potential volunteers to join Progressio ICS and stay committed whilst overseas and on their return to the UK

	28. Spanish language skills (spoken and written)

	Other
	21. Strong personal commitment to Progressio’s vision, values and goals, and ability to put them into practice

22. Willingness to undertake regular UK travel and work occasional evenings and weekends

23. Willingness to undertake occasional overseas travel

24. Cultural awareness and sensitivity in an inter-faith setting

	


TERMS AND CONDITIONS

· Fixed-term contract - until 31 March 2016, with a one-month probationary period. If this period is successfully completed, the post holder will be confirmed in post. 

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

· Salary of £38,731gross pa, Grade F.

· Annual increment of £450 (every January).

· Voluntary contributory pension scheme with generous employer contributions. 

· 25 days annual holiday (pro rata) plus working days between Christmas and the New Year, plus statutory holidays.

· Death in Service Benefit.

· Progressio offers childcare vouchers and participates in a Ride to Work scheme, plus a number of other benefits.

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.

	It is essential that you complete an 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 interview. Please note that CVs/ resumes will not be considered.

For further information and an application form visit www.progressio.org.uk/jobs
Closing Date: 13 September        Interviews: Week of 21 September
Please return the completed application form to: Recruitment@progressio.org.uk


	Follow Progressio on LinkedIn to receive regular updates on our latest vacancies.




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.
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