THE TROPICAL HEALTH AND EDUCATION TRUST

JOB DESCRIPTION

ZAMBIA PROGRAMME ASSISTANT 

Context

THET is an international development organisation working to improve the health of people in Africa and Asia. Focusing on strengthening healthcare services, we harness the skills of UK health professionals to improve the skills of health workers in some of the poorest countries in the world. 

Main Purpose

The Zambia Programme Assistant plays an important role within the Zambia Team by providing support over a wide range of activities, and maintaining strong administrative systems to underpin the work of the team. The responsibilities of this post are likely to evolve and be refined whilst the Zambia Programme is implemented, requiring considerable flexibility on the part of the post-holder.

Accountability

The post is accountable to the Zambia Country Representative.
Main Functions
Coordinating short-term volunteers
· Act as THET’s focal point for all short-term volunteers; provide programme information and pre-departure briefings as required; plan and organise travel for short-term volunteers;  ensure necessary documentation has been signed off and filed; lead on the financial management of short-term trips (cash advance and expenses form)

Supporting Health Links

· Act as the UK interface for THET Health Links involved in Zambia, through: 

- Attending Health Links and ZUHWA meetings

- Visiting UK partners to learn about Health Links’ current activities 
- Signposting Links to good practice guides and resources, country/district health policies and other relevant resources including introductions to other local players in health/education in Zambia
- Signposting Links to potential funding opportunities

Administration

· Ensure that administrative systems to support the Zambia Programme are maintained and evolved in response to changing need and circumstances;

· Ensure that key programme documents are appropriately filed so that both UK and Zambia-based staff can access the latest versions easily;
· Act as the first point of contact for general enquiries about the Zambia Programme;
· Responsible for providing administrative support at meetings, to include note-taking and following up action points as appropriate;

· Maintain a team calendar of events, annual leave, visits and significant workload milestones;

· Responsible for the administrative management of events facilitated by the team, to include booking venues, travel and accommodation for team members; managing bookings for events and liaising with participants; assisting with the production of workshop materials; and ensuring that proper logistical support is given to team members involved;

· Attend events facilitated by team members to provide logistical support as necessary;

· Produce information and promotional material about the THET Zambia Programme (at least one case study every two months); assist with the planning of relevant THET events; represent THET at external meetings with donors, NGOs and others – promoting all aspects of work as appropriate.
· Provide input and contribute as requested to donor reporting.

Other

· Undertake other tasks as may be required, commensurate with experience and the development of the Zambia Programme.

Requirements

Essential:

· A minimum of a Bachelors degree in a relevant discipline (eg Social Sciences)

· 1-3 years of professional experience 

· Demonstrated exceptional administrative skills 

· Detail-oriented 

· Excellent communication and verbal presentation skills

· A high level of proficiency in English

· Good analytical skills

· Knowledge of international development issues 

· Ability to travel within the UK and occasionally to Zambia if required

· Experience of working within a team framework successfully

· Competence in Microsoft Office, particularly Excel, Word and Powerpoint

· Right to work in the UK

Desirable:

· Experience of working in a remote team

· Experience of working in Microsoft Publisher

· Understanding of the NHS and its constituent parts

· Knowledge of good practice in international development

