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MILDMAY

Transforming AIDS Care





Program Officer – HIV Care and Support (Tabora)
A competent and motivated health professional to fill a key technical position in the Country Programme in Tabora Region. The post holder will provide the requisite technical assistance to ensure logical linkages between projects objectives and activities in the development and implementation of Mildmay HIV prevention, care and support activities with key public and civil society partners. This technical support will include (but not limited to) initiating HIV related activities at health facilities and in the community, training, quality control, supportive supervision of partners, and promoting good relationships with the government and other partners in fulfillment of the above. 

Person specifications; 

· at least a Diploma in Nursing 

· other relevant training in HIV care and management

· at least three years progressive working experience in health and HIV care and support projects in Tanzania
· strong partnership building, project coordination and management skills
· good knowledge of national HIV care and management guidelines and protocols, policies and implementation frameworks of HIV Care in Tanzania including GOT, PEPFAR and Global Fund
· good oral and written communication skills in English 

· appropriate skills for computer based research and word processing

Salary is negotiable based on experience and qualification. 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:
Programme Officer -  HIV Care and support (Tabora)
tc \l1 "Hours:


40 per Week
Reporting to:
Regional Coordinator
Job purpose:
Provide the requisite technical support to ensure logical linkages between project objectives and activities in the development and implementation of Mildmay HIV prevention, care and support activities in Tanzania, including initiating activities, technical quality control, supportive supervision, monitoring and reporting on performance, technical input in proposal development; and promoting good relationships with the government and other partners in fulfillment of the above. 

Main responsibilities

I. Technical support; so as to ensure clear and logical linkages between programme objectives, outputs and activities are maintained as approved in the log frames, work plans and budgets.

1. Schedule, facilitate, provide  and monitor technical assistance to health workers, community home based care providers and groups of people living with HIV implementing HIV+AIDS care and support activities
2. Provide continuous supervision to health workers and community home based care providers to ensure high quality and holistic HIV+AIDS care is provided

3. Support health workers in developing supportive supervision plans for implementing home based palliative care in their catchment 

4. Organise and convene trainings for health workers, community home based care providers and groups of people living with HIV+AIDS in line with program plans and agreed curricula

5. Develop and apply quality control tools for community and home based care services

6. Monitor partners (support groups and health workers) as they implement agreed projects and ensure timely technical and financial reports
7. identify areas where external technical support is needed and initiate the process of contracting in close coordination with the procurement  department and the management team 
8. In consultation with the health workers, community home based care providers (CHBCPs) and district HIV/AIDS managers, develop action plans to actualise the patient support centre concept
9. Monitor health workers plans and reports for remedial and follow-up actions
10. Document case studies and success stories for posting on the websites, reporting and other program documents
11. Promote referral between facilities and the community by training and monitoring use of MOH referral tools,, tracing of defaulters and lost to follow and reporting on this
12. In consultation with the M&E officer plan and carry out baseline surveys, needs assessments, organisation and capacity assessment of potential partners and periodical programme reviews, write reports and disseminate results appropriately
13. Liaise with the M&E Officer to coordinate the collection, processing and analysis of project data to generate evidence and project reports to be shared among the project staff, Management Team, donors and partners.
14. Lead the program team in ensuring  that internal reports are disseminated to appropriate people within and outside Mildmay
15. In liaison with District AIDS Coordinators coordinate and network with other HBC service providers in the target areas and avoid duplication of activities 

16. Attend external meetings/workshops/seminars of NGOs or other stakeholders as appropriate to raise Mildmay’s profile and influence others
II. Home Based Care Providers (HBCPs) capacity development and support services
1. Regularly meet with HBCPs (and HWs) to review performance, identify capacity gaps and plan for support to meet those needs

2. Identify resource persons to provide capacity development and facilitate the process

3. Ensure HBCPs have access to relevant work tools (within our capacity) to facilitate service delivery

4. In liaison with the M&E Officer, work with HBCPs (and HWs) to train, establish timely, complete and correct filing of monthly reports using appropriate tools

III. Monitoring 

1. Routinely collect HBC project deliverables data for generation of statistical and analytical reports in preparation for monthly M&E reports. 

2. Assist the M&E Officer and the country technical teams in the development and implementation of the M&E Plan 

3. Assist M&E Officer and the program team in gathering and disseminating information. 
IV. Program development

1. Actively engage in generation of new ideas and participate in the design and development of project proposals that seek to optimise Mildmay expertise as a HIV specialised organisation
2. Identify innovative strategies as well as impediments to programme implementation and bring them to the attention of the management team in form of reports, concept papers and position papers etc.
3. Contribute to the development and production of documentation and written materials relating to the projects, program design, reporting, websites, PR and fundraising materials and other areas, as needed. 
4. Contribute relevant content for annual report and other program materials 
V. Engagement in national, regional policies and frameworks

1. As a cross cutting theme, employ a Rights Based Approach including GIPA in all activities design, implementation, monitoring and reporting
2. Identify opportunities to engage with policy makers and other CSO agencies for programme development and platform for advocacy
3. Continuously document case studies and success stories as evidence for advocacy and lobbying in the project thematic areas
VI. Others

1. Undertake professional development as may be discussed and agreed upon with your line manager,

2. Keep abreast with new developments in the health profession and specifically in HIV+AIDS response and particularly in care and support of adults and children affected by HIV
3. Demonstrate commitment to Mildmay’s ethos, vision and the country program objectives
4. Carry out other tasks, which may reasonably be requested
This job description is not exhaustive, and the post holder is expected to be flexible in adapting to growth and change within the program and to be available for additional duties as may be required by the Management Team of Mildmay Tanzania.

This job description may be reviewed from time to time in consultation with the post holder to take account of the changing needs of Mildmay the Charity and Mildmay Tanzania.
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Person Specification - Programme Officer; HIV Care and support
	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications

· At least a Higher National Diploma in Nursing or allied clinical discipline
· Post graduate training in relevant discipline such as public or community health, health promotion, home based care o
· Other relevant training in HIV care or development
	√


	√

√

	Relevant knowledge and experience

· at least three years progressive working experience in health and HIV care and support programmes in Tanzania

· Implementation of HIV prevention initiatives including Prevention with Positive (positive health prevention and dignity)

· Demonstrable commitment to addressing poverty issues
· Partnership coordination and management
· Good knowledge of national policies and implementation frameworks of HIV Care in Tanzania including PEPFAR and GF
	√

√

√

√
	√



	Administrative and organisational skills

· Excellent word processing 

· Other computer literacy – Word, Excel, Internet, desktop publishing
· Good writing and editing skills

· Ability to work to deadlines

· Ability to work as part of a small team

· Experience of preparing institutional funding application and reports 

· Confidence to represent Mildmay to donors and make links with colleagues in other organisations
	√

√

√

√

√


	√

√

	Personal Qualities
· Flexible with regards to hours

· Reliable

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

· Openness to learning new skills and professional advancement 

· In sympathy with Christian principles

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

√

√

√

√
	√





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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