[image: image1.png]


Save The Children International 

ROLE PROFILE



	TITLE: Award Management Support Officer

	TEAM/PROGRAMME: Award Management, International Programmes
	LOCATION: London, UK

	GRADE: TBC
	CONTRACT LENGTH: 12 months

	CHILD SAFEGUARDING: 

Level 1:  the role holder will not have contact with children and/or young people, or access to personal data about children or young people, as part of their work; therefore, a police check will not be mandatory unless the content or location of the role changes, in which case the Child Safeguarding level will be reviewed.



	ROLE PURPOSE: 
The Award Management Support Officer will provide support to, and management across the organization, to embed the process of ensuring that Fund Summaries are activated on time before Effort Reporting and Cost Allocation Methodology (ER / CAM) implementation dates, in line with the Effort Reporting and Cost Allocation Methodology roll out. This will entail coordination with teams at Centre, Regional and Country Offices as well as engaging with Save the Children Members. 

The post holder will be responsible for implementing a change that will ensure that Fund Summaries are activated on time for Country Offices in the run up to go live for ER/CAM. 

In addition, the Award Management Support Officer will contribute to and develop guidance and documents to ensure that the components of ER / CAM relevant to the Award Management function are adequately supported and explained. 
In the event of a major humanitarian emergency, the role holder will be expected to work outside the normal job description and be able to vary working hours accordingly.



	SCOPE OF ROLE: 
Reports to: Award Management Implementation Manager
Staff reporting to this post: Nil

	KEY ACCOUNTABILITIES:       

Direct support to Countries and Members to enable the achievement of active Fund Summaries (FS) for CAM/ER go-live:
· Monthly pulling off of pipeline information for all COs going live with ER/CAM in the next 6 months – splitting by Member (and splitting by overdue, due in the next 1 – 2 months, next 3 – 6 months).  Sending out to all relevant staff and following up to ensure appropriate activations are occurring.
· Monthly pulling of KPI data for all CO going live in the next 6 months and for all awards not activated within 14 days, following up with ER/CAM Member Point People to find explanations for all awards that are late, collating the explanations and encouraging Members to take action.

Change support to embed longer term change within Countries and Members to achieve activation of on time Fund Summaries:
· Analysing which Members need support, and working with them (one Member at a time) through the ER / CAM Member point person and AMCP Member Point person, to analyse the underlying reasons for their poor performance. Then to develop solutions and support any change needed – could be structural, process (including process around pipeline accuracy & use) or even donor liaison.
· Analysis of all late awards to identify recurring issues, and working to identify global solutions to these and (if necessary) produce guidance for the organisation on these. Taking a proactive approach with this to ensure that FS going forwards which fit these problems are then following the new guidance.
· Working with Award Management Change Project team and potentially Regional Offices (ROs) and Country Offices (Cos) to understand where there are systemic issues in a CO contributing to poor results.
· Working with RALs to ensure we have a consistent message around this, and that they are aware of all the communications happening with members

· Communicating with all COs that are going live in the next 6 months to inform them what work is happening at the centre in regards to this.

Effort Reporting and Cost Allocation Project Award Management Guidance and Document Support:
· Review guidance and documents for the AM function across SCA to support the roll out and implementation of ER/CAM in Country Offices, and identify where further guidance and document support is necessary.
· Where necessary, produce additional guidance to support AM leads in Country Offices with the implementation of ER/CAM

· Other duties as requested by line manager to support the AM function across the organisation with ER and CAM.



	SKILLS AND BEHAVIOURS (SCI Values in Practice):
Accountability:

· Holds self-accountable for making decisions, managing resources efficiently, achieving and role modelling Save the Children values

· Holds the team and partners accountable to deliver on their responsibilities - giving them the freedom to deliver in the best way they see fit, providing the necessary development to improve performance and applying appropriate consequences when results are not achieved.

Ambition:

· Sets ambitious and challenging goals for themselves and their team, takes responsibility for their own personal development and encourages their team to do the same

Widely shares their personal vision for Save the Children, engages and motivates others

· Future orientated, thinks strategically and on a global scale.

Collaboration:

· Builds and maintains effective relationships, with their team, colleagues, Members and external partners and supporters

· Values diversity, sees it as a source of competitive strength

· Approachable, good listener, easy to talk to.

Creativity:

· Develops and encourages new and innovative solutions

· Willing to take disciplined risks.

Integrity:

· Honest, encourages openness and transparency; demonstrates highest levels of integrity

	EXPERIENCE:

· Experience of working in country and/or field offices of an international NGO, with strong understanding of their operational frameworks and challenges.

· Demonstrated knowledge and experience of award (grant) management, portfolio management and donor compliance at a significant scale.

· Outstanding interpersonal and communication skills, with the ability to influence and lead a diverse network of stakeholders a range of levels in a global organisation.

· Demonstrated ability to solve complex problems, from clearly articulated conceptual analysis through to delivery of practical solutions on the ground.

· Self-motivation, ability to work independently, and attention to detail.

· Flexibility to respond to emerging needs, including changing work practices and hours in the event of major emergencies. 

· Commitment to Save the Children’s values.

· Fluency in English, both written and spoken essential.  

	Equal Opportunities:

The post holder is required to carry out the duties in accordance with the SCI Equal Opportunities and Diversity policies and procedures.

	Health and Safety:

The post holder is required to carry out the duties in accordance with SCI Health and Safety policies and procedures.

	Additional job responsibilities:
The job duties and responsibilities as set out above are not exhaustive and the post holder may be required to carry out additional duties within reasonableness of their level of skills and experience.
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