JOB DESCRIPTION
Development Policy PROJECT COORDINATOR
Job Title

: Development Policy Project Coordinator
Grade

: 3
Reports to
: Development Issues Program Manager
Job’s Purpose:  Under the guidance and direct supervision of Development Issues Program Manager, the project coordinator oversights activities as in network action plans. The incumbent will present his/her own project and network on related project issues and work in close collaboration with other project coordinators, core program and other programs of the NGO Forum, civil society, development partners, and government officials ensuring successful project’s action plan.
Main Objectives:

· Achieve the objective of the project network as in the action plan and according to the mandate of NGOF
· Fulfil Project Cycle Management (PCM) responsibilities in timely, efficiently and effectively
· Coordinate and ensure participation of network members in implementing joint activity
· Good team work within program and NGO Forum colleagues

· Provide timely support to Program Manager, Deputy Executive Director and Executive Director on technical and representational issues related to project.

Development Policy Project Coordinator shall carry out the duties of the position in compliance with the NGO Forum’s policy documents; including the Personnel Policy and Regulations, the Financial Procedures Manual, Media policy and the Anti-Corruption and Conflict of Interest Policy.

This job description should be read in conjunction with the current Action Plan.

A.  MAIN RESPONSIBILITIES:

1. Network Management

1.1 Identify appropriate NGOs and invite them to involve, build agreement as responsibilities of network members, and encourage the initiative, leadership of members of the networks.

1.2 Search for and read relevant background materials. Consider the implications of background materials for the network’s advocacy, and distribute relevant information to network members.

1.3 Collect articles and information for NGO Forum publications.

1.4 Collect information from network members, organize the information, carry out further investigation, and help to build advocacy strategies based on the information collected.
2. Project Cycle Management For Advocacy
2.1 Project Planning – to develop and review project activities plan to meet with the need of program and NGO Forum Action Plan through discussions with network members where appropriate. Keep up date to Program Manager on any new of activities that link to project issues.
2.2 Project Implementation:
· Facilitation of meetings, workshops and training:  Prepare agendas, organize speakers, invite participants, prepare background materials, facilitate discussions, organize minute taking, distribute outputs, and facilitate follow-up.

· Information collection/analysis:  Search for and read relevant background materials. Consider the implications of background materials for the network’s advocacy, and distribute relevant information to network members. Collect articles and information for NGO Forum publications.  Collect information from network members, organize the information, carry out further investigation, and help to build advocacy strategies based on the information collected. 

· Government and donor liaison:  Liaise with technical-level officials from the government and from donor organizations assisting the government with regard to the project’s advocacy agenda, in close consultation with the Program Manager.  

· Travel:  Attend or facilitate events occurring in the provinces and elsewhere, as required.  Maintain close contact with network members in the provinces.

2.3 Monitor the projects’ events or activities based on log-frame and budget. Use this to improve plans and budgets at regular intervals.

2.4 Project Reporting – Report activities and events of the project and project related. Produce project reports for programme reports for NGO Forum such as the monthly report, the quarterly reports, 6-month reports, and the annual report.  Specify any significant in year and end of year reports here.

2.5 Project Evaluation - Lead routine evaluation of the project’s action plan and activities and report against indicators. This will require regular quality assurance of systems in place for data collection.  Use monitoring and evaluation for plans and budgets.

3. Financial Responsibilities And Duties
3.1 Budget Plan – Preparing project budget plan according to the need of the program and NGO Forum strategy plan.
3.2 Project Expenditures – Prepare and submit requests for advancing or disbursing budget for approval by the Program Manager in accordance with NGO Forum Financial Policy and Procedure. Liaise with network members who use funds provided by the NGO Forum, and ensure that they understand and follow the required financial procedures.

3.3 Budget Review – Project budget monitoring must be done on a monthly basis. Budgets reviews and amendments must be carried out every three months and new budgets need to be reviewed by the Program Manager and the Deputy Executive Director. Reviewed budgets need to be approved by the Executive Director and the Management Committee. 

4.  Representation
4.1 Liaising with government and donors regularly, especially those participating in the Technical Working Group

4.2 Adequate stakeholder involvement and information dissemination, i.e. members, government, donors.
4.3 Representing NGO Forum and members at external events.
4.4 Responding to press and media interest (in line with NGO Forum Media Policy).

4.5 Written correspondence with government, donors and members.

5. Team work

5.1 Participate in regular program team meetings, NGO Forum staff meetings, trainings and retreats.
5.2 Assist other staff within the program team, as requested by the Program Manager. Take on additional duties in the absence of other staff, as requested.

5.3 Preparing briefing, taking notes or speeches on important development within the project agenda for Program Manager, (Deputy) Executive Director.

6. Gender Mainstreaming

6.1 Include gender as one of the agenda items to be discussed and share informally or formally at activities of admin department.
6.2 Assist to monitor, recommendations and suggestions of gender mainstreaming within NGO Forum activities.

7. Other Duties: Do other tasks as assigned by manager and management.
B.  QUALIFICATIONS and EXPERIENCE

· Master or Bachelor degree in development studies, public policies, or related subject  

· Minimum three-year work experience with NGOs in social development and advocacy

· In-depth knowledge of the national development policies

· Demonstrated experience in advocacy work

· Demonstrated experience in Project Cycle Management

· Experience of preparing, monitoring and managing budget

· Demonstrated ability to coordinate and maintain professional network with CSOs and RGC

· Experience of working in team

· Excellent oral and written communication skill both Khmer and English;

· Experience in the usage of computers and office software packages.
C.  COMPETENCES REQUIRED

· Strategic Thinking and Analysis 

· Commitment to successful advocacy 

· Good communication skills

· Building and maintaining a professional network

· Delivers results under pressure

· Team-work

Date Assigned to this Position: ____________________ Date of Next Appraisal: _________________

Measures of performance: Tasks as described in the job description above in conjunction with the project’s current Action Plan.
Name: ______________________ Signature _______________________ Date ___________________

            (Staff Member)

Name: ______________________ Signature _______________________ Date ___________________

            (Executive Director)
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