
Proposal Development Officer

Location:  [Europe & the Middle East] [Jordan]

Town/City: Amman

Category: Field Operations

Job Type: Open-ended, Full-time  

Position title: Proposal Development Officer

JOB PURPOSE:

The World Vision Syria Response Office, based in Jordan/Amman is seeking a qualified and

highly motivated Program Officer to support the Grant Acquisition and Management team. Under

the lead of the GAM Manager / SPO the PO will support in the planning funding, implementation,

evaluation and reporting of respective program operations. This PO position will focus heavily on

proposal coordination and design, as well as ensuring regular project reporting and donor

compliance. It will also include donor/SO/partner engagement and information management. 

MAJOR RESPONSIBILITES:

Grants Acquisition

1. Coordinate project design, implementation, and evaluation with all relevant staff, using

the defined processes.

2. Develop concept papers and prepare proposals to major donors, in coordination with

technical specialists, finance and procurement staff and SOs.

3. Monitor funding status for each sector of the program to identify possible funding gaps

and ensure smooth transitions from one grant to the next.
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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.


4. Obtain funding for program’s unfunded sections by identifying grants.

Grants Management

1. Ensure monthly, annual and end-of-project narrative reports, newsletters, situational

reports and other reports are prepared.

2. Coordinate with the operations and finance departments to ensure the

compiling/collating of major donor management reports.

3. Monitor program's progress ensuring goals and objectives are achieved and non-

financial grant requirements are adhered to.

4. Ensure that program implementation is in line with the principles of the Red Cross Code

of Conduct, SPHERE standards and relevant WV internal standards and policies.

5. Provide program update to key WV support offices and the regional office.

6. Support Grant Managers and DME to implement technical and managerial evaluations

as required.

Partnership & External Relations

1. Develop and maintain strong relationships and information sharing with Support Office

representatives.

2. Partner selection for new project opportunities and capacity building in GAM for partners

3. Support the programs team to identify potential partners to work with and through in

projects.
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4. Ensure alignment with WV’s established external engagement, GAM, partnering steps,

and response strategies.

5. Assist with representation of WV and networking with NGOs and local donor

delegations.

Strategy Development & OtherAssist in annual operating plan preparation including: design,

needs assessment, proposal writing, marketing, evaluation and reporting.

Other Responsibilities

HEA

Be aware of the emergency procedures in a response and ensure that necessary preparedness

measures have been implemented

Security Measures

1. Be familiar with WV security plan

1. Follow security policies, rules, procedures and instructions

1. Follow WVI policies for prog/proj security management

Represent WV in an appropriate and professional manner

Contribute to a healthy team spirit and team work

Adhere to WV Child Protection policy and standards and stay committed to WV vision
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statement and core values;

Perform other relevant tasks assigned by the direct supervisor;

KNOWLEDGE/QUALIFICATIONS FOR THE ROLE:

Required Professional Experience:

Experience in large scale humanitarian emergencies 

2 –3 years’experience in related field 

Required Education, training, license, registration, and certification

Bachelor’s degree in Social Sciences, International Development, International

Relations or related field. 

Master’s degree in Social Sciences, International Development, International Relations

or related field. (Preferred)

Preferred Knowledge and Qualifications

Understanding of project design and proposal writing.

Basic understanding of the workings of major donors, such as USAID, UN, CIDA, Aus

Aid etc. 

Good understanding of World Vision and Sphere relief standards, as well as the Red

Cross and NGO Code of Conduct.
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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.


Strong capacity building and facilitation skills 

Ability to complete tasks in a timely manner.

Ability to pursue thoroughness and appropriate attention to detail.

Ability to express self clearly in all forms of writing.

Ability to identify gaps, trends, priorities and key issues.

Ability to describe key aspects and issues of relief, development and advocacy.

Ability to maintain strong links with major NGO’s, donors and government agencies.

Ability to explain WV’s work in relation to issues of poverty, power, justice and peace.

Ability to respect and relate appropriately to people of other faiths.

Ability to build and maintain strong relationships

Ability to interpret and present information with influence and impact.

Self-starter who can work independently under pressure

Completed a recognized personal security course in the past 3 years 

Knowledge of WV’s field operations, either in the relief or development context.

Cross-cultural sensitivity, flexible world view, emotional maturity and physical stamina 

Ability to manage work life and work without supervision 
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Ability to work in and contribute to team building environment 

Ability to maintain performance expectations in psychologically stressful environments

and physical hardship conditions with limited resources
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