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THET Head of Programmes – Job Description

Job Title:  Head of Programmes 

Location: London 

Terms: Permanent; full-time
Salary: £38,000- £42,000 depending on experience

Reports to: Chief Executive
Key relationships:  Head of Partnerships, Finance & Administration Director, Senior Programme Manager Somaliland, Zambia Programme Manager
Benefits:  Pension Scheme
Annual Leave: 25 days per annum plus national public holidays.

Overview

1. Accountable for quality delivery of THET’s directly implemented programmes overseas. 

2. Provide technical advice, guidance and support to large Health Partnerships projects funded by THET.

3. Strengthen THET’s institutional capacity in Global Health good practice through learning and knowledge sharing activities

4. To contribute to the strategic vision and organisational development of THET.

Key responsibilities:

Programme strategy, design and development
· Lead on overseas programmes strategy, design and development

· Regularly review lessons from the programmes and  develop and integrate new approaches and activities
· Lead  the design and review of the logical frameworks, monitoring and evaluating frameworks and other key programme documents;
· Assist the Partnerships team by providing  project design and development advice and guidance to health partnerships receiving large funding
· Contribute on a regular basis to THET organisational strategic discussions.

Programme delivery
· Accountable  for the quality  delivery of all THET overseas programme, always seeking to demonstrate results and impact to the greatest extent possible

· To this end proactively support the Programme Managers in their responsibilities to:
· Monitor the timely implementation of activities and assist the teams in addressing challenges

· Monitor the budget and spend of the programmes and assist the team in taking appropriate actions where necessary

· Develop positive partner relationships with key stakeholders 

And directly engage in resolving any issues.

Policies, procedures and human resource management
· Lead and manage the programmes staff, develop a cohesive team, create a supportive environment and provide leadership around expected standards of professionalism and quality of output;
· Support the Programme Managers and teams  in the delivery of programme activities, coordinate regular meetings and 1-to-1s, assist in problem solving, act as a sounding board for ideas and seek to optimise each team member’s personal development 

· Work with others in the THET team to regularly review and improve the effectiveness of operational policies and processes such as security, HR, logistics and finances to ensure staff and volunteer well-being and enhance programme delivery
Donor relations and compliance

· Coordinate the preparation of high quality narrative and financial reports to donors in a timely fashion;
· Review and quality control reports to donors ;
· Ensure that all compliance requirements are met.
· Support Programme Managers  through appropriate donor engagement and representation
Communications and external representation

· Build key relationships essential for good programme delivery, this includes (but is not limited to) the NHS, UK and overseas governments, donors, UN agencies, INGO’s, Royal Colleges, Diaspora and community groups. 
· Integrate communications activities into programme delivery

· Work with colleagues to articulate a clear communications plan for donors and other stakeholders;
· Review and quality control external communications from members of the team;
· Ensure that there are clear and consistent messages communicated to all staff about the programmes.
Finance
· Raise the necessary funds to enable sound programme delivery. Develop a clear strategy for new programme development in keeping with THET’s organisational and financial priorities.
· Maintain overall financial oversight of the programmes ensuring that they are delivered on time and on budget;
· Work with the programme team and finance department to ensure accurate reports are produced in a timely manner;

· Facilitate effective communications and assist in  the development of relevant processes between the programmes and finance teams 
Support THET’s teaching, training and capacity building activities

· Identify ways to further increase THET’s institutional capacity and understanding of good practice in global health

· Develop and lead training and capacity development activities for staff in topics relevant to health partnerships, global health and Human resources for health

· Undertake programme monitoring and management visits as appropriate
· Support the teams in the delivery of training and capacity development activities in the UK and overseas
· Work closely with the evaluation and learning team to share and disseminate good practice;
· Contribute to the development of THET’s overall organisational growth and learning.
General support
· Undertake any other duties requested by the Chief Exectuive commensurate with experience.
Person Specification

· Strong commitment to THET’s cause and values.

· At least 8 years international development experience, primarily in health.  

· Strong, demonstrable understanding of good practice in Global Health and Human Resources for Health programmes.

· Significant experience in programme design and development.

· Proven experience of leading, managing, motivating and supervising teams to implement complex programmes of work. 

· Excellent interpersonal, negotiation and diplomacy skills. High level of emotional intelligence and sensitivity in dealing with wide range of stakeholders in multiple cultural settings.

· Strong monitoring and evaluation understanding and experience; able to lead and support THET programmes team to implement high quality M&E work.

· Flexible and able to travel for up to three weeks at a time. 

· Excellent budget management understanding 

· Excellent written and verbal communication skills.

· Creative, flexible and strategic thinking.

HOW TO APPLY 

To apply for this post, please supply the following information:

1. An up-to-date curriculum vitae (of no more than 3 sides of A4).   

2. A detailed statement (of no more than 2 sides of A4) explaining why you are interested in this role 

and how your skills and experience make you suitable for this position, using the person specification categories above.
3. A completed Registration Sheet and Equal Opportunity form. Both of these can be found below. 
When applying through email, please name your email in the following format: First Name-Last Name-Position Title

The above information should be sent to Job@thet.org . 
The closing date for receipt of applications is Thursday, 05th January 2012 (by 9am GMT). 
Interviews will be held 17th January 2012. 

THET Job Registration Form: 

	Title: 
	First Name(s): 
	Last Name: 

	Contact Telephone Number: 

	Email: 

	Are you eligible to live and work in the UK? Yes/No 

	Referees – Please provide at least 2 referees. At least 1 of the referees should be your present 

or most recent employer. Please note that we will not approach your employer without your 

permission.



	Name:

Address:

Tel:

Mobile:

E-mail:

Relationship:
	Name:

Address:

Tel:

Mobile:

E-mail:

Relationship:

	Kindly write a few words that describe your professional experience in the following areas:

	Sector/Area of work: e.g. M&E, Health, etc.


	Job/Function/Level: e.g. Director, Manager, etc.


	Main countries where you have worked:


EQUAL OPPORTUNITIES MONITORING FORM

At THET, we are committed to equal opportunities.  Our policy is to ensure that all candidates and clients are treated fairly, openly and honestly irrespective of age, gender, sexual orientation, marital or parental status, disability, religion, social class, nationality or ethnic origin. This sheet will be separated from the application form on receipt, will remain confidential and will not be used as part of the selection process. 

	Date of birth (dd/mm/yyyy):
	Age:



	Gender:
	Male
	
	Female
	
	Nationality
	

	Marital status
	Single / Married / Civil Partnership / Partnered / Separated / Divorced

	How would you describe your ethnic origin?



	White (UK)
	
	Irish
	

	White (Other)
	
	Pakistani
	

	Black African
	
	Bangladeshi
	

	Black Caribbean
	
	Indian
	

	Mixed Race
	
	Asian
	

	Other 
	
	Chinese
	

	Other - If other, please specify:



	Do you consider yourself to have a disability?   
	Yes
	
	No
	

	Do you have any disability for which special arrangements should be made, either in an interview or employment situation?
	Yes
	
	No
	

	If yes, please specify the nature of the disability and your requirements

	

	Signature:
	.......................................................................
	Date:
	.......................................
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