world Vision

Junior Programme Officer

Job Title: Junior Programme Officer
JOB PURPOSE:

World Vision International is seeking a qualified and highly motivated individual who can ensure
that World Vision’s programmes in Jordan and Syria are of quality and represented well to the
international community through effective project design, proposal development, and grant
management. Under the direction of the Senior Programme Officer, the Junior Programme
Officer will work with the Programmes and Operations teams, as well as other relevant internal
and external stakeholders, to develop new proposals, startup new grants, and report on ongoing

grants to relevant ministries and coordination mechanisms.

Project Design and Proposal Development

e Coordinate the proposal development process for assigned proposal submissions,
ensuring that these submissions follow donor guidelines and meet WV Grant

Management Minimum Standards.
¢ Collaborate with all WVSR departments and, where relevant, Support Offices, Global

Centre and the Regional Office for the development of concept notes and proposals for

assigned donors, including the drafting of agreed sections in narrative proposals.

Page 1/4


 This is the foundation of the job description. It conveys the complexity, scope and level of responsibility of the job. As such, it is important to describe the duties and responsibilities as accurately, concisely and completely as possible. There are three sections in which to document. They are broken up into percent of time, activity and end results. When developing this section group the responsibility into 3 to 5 buckets that capture the main components of the role. It is helpful to divide the tasks and/or responsibility into daily, weekly, monthly, quarterly or annual to aid in understanding the amount of time each area of responsibility will take. Each main responsibility should include related tasks in the delivery of each responsibility. Next, list the expectation of how each responsibility will be carried out under End Results. End results should be measurable, and time bound and written in a manner that can inform the development of annual performance objectives. All components of the job description should be written in a manner that a layperson can understand, with all acronyms spelled out the first time they are used within the description.#MAJOR_RESPONSIBILITES
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e Ensure that each proposal follows the agreed internal sign-off procedures prior to donor

submission.

¢ Maintain (in conjunction with GAM team) WVSR'’s contribution to WV’s grant

management information system (Horizon System)

Grant Management

Ensure that approved proposal documents are shared with relevant WVSR teams,

including through a shared filing system.

Support the facilitation of grant start-up and closeout workshops.

Ensure project reports are reviewed for quality and compliance in addition to other

donor-driven deliverable.

Act as a focal point for assigned Support Offices and other donors.

Collating Grant Health Tracker documents and submitting them to the region.

Other responsibilities

¢ Responsible of own security and actively contribute to a positive security culture.

Abide by the security policies and procedures and report any incidents or breaches to line

manager and / or security manager.

Required Professional Experience:
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 Knowledge skills and abilities allow the recruiter and the candidate to understand what experience is required in order to be successful in the role. It should be listed as the minimum amount of education and experience required. Knowledge: The level of education, experience and training an individual must have at minimum to be considered qualified for the position. Skills: The proficient manual, verbal, or mental manipulation of data or things. Specific skills such as ability to create, manipulate and utilize spreadsheets, word processing programs, or proficiency in a second language. Abilities: The competence to perform an observable behavior or a behavior that results in an observable product, e.g., organize or plan work or coach and mentor others. #KNOWLEDGE_QUALIFICATIONS
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Required at least one year experience

Work experience in international relief and development in various geographical areas.

Work experience leading/assisting in large, extended project consisting of multiple

deadlines, stakeholders, and activities

Writing experience.

Preferred:

* Proven work experience reporting on large quantities of qualitative and quantitative

data.

e Program development and management.

¢ Non-profit fundraising and donor relations.

Required Education, training, license, registration, and certification

e Bachelor’'s degree in relevant area (English, Int'l Development, Humanities, Social

Work, health etc.)

Preferred Knowledge and Qualifications:

e Understanding of the aid architecture (UN systems, Cluster system)

¢ Fluency in English

¢ Excellent writing skills (especially in English) with a focus on clarity, brevity and
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research
¢ Public speaking and meeting facilitation skills
¢ Excellent knowledge of MS Office, Access, Google Platforms

e Strong planning and time management skills

Work collaboratively with team members when
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