JOB DESCRIPTION

Job Function:
Donor Contracts Manager
Holder:

Location:


Duration:



Responsible to: 
Program Coordinator
Supervisory Capacity:
Donor Contracts Officer (Emergency)



Coordinates with: 
Assistant Country Director-Program/Program Coordinator/Assistant Program Coordinators and Project Managers, Senior Program Officer and others as required 

Job Summary:
Provide donor contract management oversight and support for CARE …… Emergency Program
RESPONSIBILITY AND TASKS:
· Establish and maintain tracking system for donor proposals submitted and donor contracts signed – as well as Project Framework Implementation Agreements and Individual Project Implementation Agreements with CARE members.

· Establish system for reviewing project contracts (with donors / CARE members) and monitoring reporting requirements

· Ensure required Project Framework Implementation Agreements and Individual Project Implementation Agreements are reviewed and or prepared to the required standard

· Ensure Assistant Country Director-Program/Program Coordinator/Assistant Program Coordinators and Project Managers understand and adhere to relevant project contractual commitments (e.g. procurement guidelines/regulations, key targets, reporting requirements, evaluations/audits)

· In consultation with Finance review proposal budgets to ensure project budgets adequately cover required costs (e.g. ensure budget template used is up-to-date)

· In consultation with Finance, assist Assistant Country Director-Program/Program Coordinator/Assistant Program Coordinators and Project Managers to establish a system for the effective monthly review of project expenditure reports (including on-the-job training as required). 

· Ensure development, documentation and dissemination of policies, procedures and systems covering project contractual issues

· Determine future staffing needs for donor contractual management of program and train national staff replacement if required

· Other tasks as directed and appropriate to the position
QUALIFICATION & SKILLS:
· International NGO experience (minimum 5 years field experience or equivalent)

· Minimum 3 years donor contract management experience
· High level of competence in donor contract management and compliance issues
· Policy development skills
· Understanding of risk management

· Project financial management experience (projects budgets and financial reports)
· Experience and understanding of relevant NGO and donor contractual compliance issues
· Excellent written communication skills

· Gender and cultural awareness and sensitivity
· Attention to detail and an orderly approach to tasks

· Proficiency in Excel and Word
· Ability to manage multiple tasks effectively and follow up where required

· Ability to work in a team and under pressure. The position requires an individual who is flexible, can work overtime when required, who learns quickly and who works well within a team.

Employee’s signature: ____________________ Date: _________

Supervisor’s signature: ____________________ Date: _________  
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