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MILDMAY

Transforming AIDS Care





Regional Program Manager – Tabora 
   
As the leader of Mildmay activities in Tabora Region, the Regional Manager will be responsible for organizational representation and program delivery based on agreed plans and frameworks. He/she will support the implementation of program activities by providing technical and management leadership to the regional staff, sub grantees and other implementing partners. He/she will provide input in the continued strategic development of Mildmay HIV interventions in the region. The Regional Manager is expected to ensure excellent relationships are established and maintained with the Government, other Civil Society Organizations and communities while ensuring the integrity and effectiveness of Mildmay’s distinct contribution in the attainment of the organizational objectives within national HIV response frameworks. He/she will also be a member of the Country Program management team.
Essential person specifications; we are looking for a highly motivated, result oriented and team worker with;
· First Degree in a health science or development field or advanced Diploma with a post graduate qualification, 

· at least five years experience in HIV program management with at least two in community HIV care and support projects 

· demonstrated experience in team management and leadership

· proven ability in forging partnership with the Ministry of Health, Local Authorities (and other government agencies) Civil Society Organizations and communities to achieve project/program objectives

· advanced oral and written communication skills in English 

· adequate skills and comfort level with computer research, database management and word processing

· demonstrated high level of personal integrity and accountability to the organizational management

· good knowledge of project cycle management, proposal-writing and budgeting

· willingness to work in a rapidly changing environment, sometimes under pressure

· the right candidate must demonstrate commitment to Mildmay’s ethos, vision and the country program objectives.
Gross salary is about TZs 2.5 million per month but negotiable based on experience and qualifications. Benefits include professional development, comprehensive medical cover for self and dependants.

To apply, please email current CV (in MS-Word) clearly indicating the position you are interested in to Mildmay@kilinet.co.tz.  Candidates meeting the minimum qualification will be sent the full job description, complete person specification and an application form. All correspondence will be dealt with via EMAIL ONLY.  
    Closing date for full applications is May 20th, 2009 at 1400 hrs. 
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Job Description

Job title:

Regional Program Manager

tc \l1 "Hours:



40 per Week
Reporting to:

Country Team Leader

Liaison with:
Principally Head of Programs, Head of Finance and Administration 

Responsible for:

All staff in the Tabora Regional Office

Job purpose:

As the leader of Mildmay activities in Tabora Region, the Regional Manager will be responsible for organizational representation and program delivery based on agreed plans and frameworks. He/she will support the implementation of program activities by providing technical and management leadership to the regional staff, sub grantees and other implementing partners. He/she will provide input in the continued strategic development of Mildmay HIV interventions in the region. The Regional Manager is expected to ensure excellent relationships are established and maintained with the Government, other Civil Society Organizations and communities while ensuring the integrity and effectiveness of Mildmay’s distinct contribution in the attainment of the organizational objectives within national HIV response frameworks. He/she will also be a member of the Country Program management team.

Main responsibilities

1. External relations and resource development to ensure Mildmay is well regarded and influential

1.1 build and maintain good relations with central and local government, relevant health professionals, businesses, NGOs and community groups, as appropriate, in order to secure a high level of support for the program among relevant groups and individuals

1.2 participate in actively seeking and securing increased financial resources for further program expansion and ongoing program development

1.3 ensure donor reports are on time and to a high standard

2. Facilitating good management of the regional office’s finances

2.1 ensure Mildmay’s  financial management and accounting systems are adhered to and national and international standards are maintained

2.2 ensure that management team are provided with key financial and statistical performance information in a timely manner 

2.3 monitor cash flow and expenditure against budget and ensure corrective action is planned and taken where needed
3. Programme implementation; to ensure progress in attaining program objectives and smooth functioning of the Regional Office

3.1 provide technical support to program partners particularly sub grantee health workers, community health workers and support groups of PLWHIV to improve home based palliative care , GIPA and Orphan and Vulnerable Children (OVC) service delivery

3.2 utilize the structured monitoring system for service delivery supervision and high quality of care

3.3 foster a positive working relationship with government officials and other key program stakeholders

3.4 provide mentoring support for sub-grantees, and help identify the need for external technical assistance where necessary

3.5 build the district stakeholder forum to facilitate peer learning sharing and strengthening of referrals for PLWHIV and OVC

3.6 support the Country program strategies such as participating in quality meetings and other management meetings as required

3.7 oversee the development and implementation of annual operational plans and annual working budgets, in conjunction with other team members

3.8 Work with Mildmay’s existing partner and organize the selection of additional partners
3.9 Collect and analyze relevant data for internal monthly project reports; prepare quarterly and annual donor reports
3.10 facilitate regular review sessions on progress and lessons learned with staff, sub grantees, support groups and  district government departments

3.11 Establish and maintains regional stakeholder forum of  other civil society organizations, FBOs and  government departments concerned with home based palliative care

3.12 Contributes to documents on key lessons and other relevant publications 

4. Promote a motivated, productive and appropriately managed Mildmay team through team leadership

4.1 directly manage all Regional program staff, include recruitment, induction, performance monitoring, motivation, support to personal development and dealing with disciplinary issue in line with Mildmay’s employment policies

4.2 ensure that the Mildmay Country operations procedures are understood and adhered to by all staff under his/her supervision
4.3 provide overall leadership to the regional team

4.4 Supervise support staff, provide clear direction, delegate effectively and hold staff accountable for meeting objectives and goals
5. Cultivate a fruitful and harmonious working partnership with accountability to organization

5.1 agree annual plans with the country management team and liaise closely for resource development

5.2 report to the Country Team Leader in a timely fashion

5.3 actively participate in occasional country, regional or international meetings as required

6. Other

6.1 Keep current with developments in the sector throughout the region and attend meetings of relevant organizations to keep informed of issues, concerns, needs
6.2 Stay informed of cutting edge HIV/AIDS prevention, care and treatment approaches, best practices, and lessons learned in the international health community
6.3 any other duties that ensure the smooth and effective running of the country program activities
MILDMAY Tanzania Country Program

Person Specification; Regional Program Coordinator - Tabora

	CRITERIA
	ESSENTIAL
	DESIRABLE

	Education and training 

· First Degree in a health science or development field or advanced Diploma with a post graduate qualification, 

· Post graduate degree or professional qualification in health, social sciences or related development a definite advantage
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	Experience:
· At least five years experience in HIV program management

· significant project/ program management experience gained within the reproductive healthcare sector 

· demonstrated experience in team management and leadership

· proven ability to work in partnership with the Ministry of Health, other government agencies,  NGOs/CBOs to achieve project/program objectives

· experience in financial planning/ management and institutional fundraising

· Palliative Care Programmatic Skills and Experience
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	Skills and Abilities:

· advanced interpersonal/ communication skills in English - both oral and written

· adequate skills and comfort level with computer research, database management and word processing

· leadership skills; able to build effective teams

· Ability to prepare clear, concise and informative reports correspondence and other written materials 

· Good knowledge of proposal-writing and budgeting

· have previous experience in facilitating workshops and training staff

· Proven tact and diplomacy in dealing with senior government and donor officials

· understanding of basic research processes
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	Social Skills:
· inspirational and persuasive

· collaborative approach to team working

· Pleasant, diplomatic manner and disposition in interacting with officials at all levels and with the general public 
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	Personal Qualities
· Flexible with regards to hours

· Willingness to work in a rapidly changing environment, sometimes under pressure

· Willingness to travel within the country and Regionally if necessary

· Have initiative and creativity and meticulous attention to detail; 

· Integrity, professional discretion and ability to handle confidential information 

· Ability to assume ultimate responsibility, work under pressure and transmit that to others

· Openness to learning new skills and professional advancement 
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	Other Desirable requirements

· Ability to work as part of a small team

· Experience of preparing institutional funding application and reports 

· Demonstrable interest in, and understanding of people living with HIV/AIDS, vulnerable children and other marginalized groups and their development 
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	Mildmay International Requirements
· Ability to provide Christian Leadership, inspire and motivate others based on Christian principles

· Evidence of non-judgmental approach regarding race, culture, sexuality and lifestyle.

· strong personal commitment to the goals of Mildmay and the vision to put it into practice
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APPLICATION FOR EMPLOYMENT
Please complete in black ink or type

APPLICATION FOR POST OF:





How did you learn of this vacancy? (If advertisement, please specify publication and date): 





_________________________________________________________

I. PERSONAL DETAILS

	Forenames: 
	Address:

	Surname:  
	

	Telephone (Home):
	Telephone (Work):

	Mobile No.:
	E-mail:


Disability: Do you consider yourself to have a disability:
Yes

No


Are you related to a member of Mildmay International’s Board or Senior Manager? Yes No


II. PRESENT OR LAST EMPLOYER

	Employer’s Name, Address & Type Of Establishment
	Job Title:

	
	Date Commenced:

	
	Salary per month:

	
	Notice Required:


Duties of current or most recent position:

	

	

	

	

	

	


III. CRIMINAL CONVICTIONS

Do you have/have you had a criminal conviction?

Yes

No

If yes, please specify when and details of the charge: ___________________________________
IV. EMPLOYMENT RECORD OVER THE LAST TEN YEARS (most recent first including voluntary work)
	FROM
	TO
	NAME & ADDRESS OF EMPLOYER
	JOB TITLE
	REASON FOR LEAVING

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


V. REFERENCES

1.






       2.

	NAME:
	NAME

	JOB TITLE:
	JOB TITLE:

	ORGANIZATION:
	ORGANIZATION:

	ADDRESS:
	ADDRESS:

	
	

	
	

	TELEPHONE NUMBER:
	TELEPHONE NUMBER:

	EMAIL ADDRESS:
	EMAIL ADDRESS:

	RELATIONSHIP:
	RELATIONSHIP:


May we approach the above referees prior to interview?  Please tick


Yes

No







VI. EDUCATION & QUALIFICATIONS (Secondary and further higher education)

	School/College/University
	Dates
	Results/Qualifications/Grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


VII. PROFESSIONAL QUALIFICATIONS & TRAINING

	Registration/Award Giving Body
	Dates
	Results/Qualifications/Grade

	
	
	

	
	
	

	
	
	


VIII. CURRENT STUDIES

	Qualification being studied
	Level/Part
	Exam Date

	
	
	

	
	
	


IX. PROFESSIONAL REGISTRATION

	Registering Body
	Registration no.

	
	


X. APPLICATION SUPPORT STATEMENT

Making concise reference to the job description and person specification above, please clearly elaborate the extent to which your skills, abilities and experience meet the job requirements and give any other information that you think is relevant in support of your application. Please do not hesitate to use additional pages if necessary.

XI. WHY ARE YOU APPLYING FOR THIS PARTICULAR POSITION AND WITH Mildmay?

XII. MILDMAY INTERNATIONAL

Are you in sympathy with the ethos, vision and mission of Mildmay International?
Yes
No

Please explain how.

XIII. DECLARATION

I understand that the appointment, if offered will be subject to the information on this form being correct and that canvassing or failure to disclose a relationship to a member of Mildmay International Director or Senior Manager may disqualify me as may a failure to disclose any pertinent facts relating to previous employment or criminal convictions.

Full Name:
______________________
Signed:
_______________________

Date: 

________________________

XIV.  EQUAL OPPORTUNITIES

Mildmay International strives to be an Equal Opportunities employer.  To facilitate this, the data below will be used only for monitoring purposes and will be treated in the strictest of confidence and used only for general statistics purposes.

Post applied for:

____________________________

Name:



____________________________

Are you male




female

Date of Birth:  


____________________________

My age is between:

16 – 19


My marital status is:
Single





20 – 29





Married





30 – 39





Widowed





40 – 49





Separated





50 – 59





Divorced





60 +

Do you consider yourself to have a disability:



Yes

No


Please return this form by EMAIL to  Mildmay@kilinet.co.tz
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