"Improved Access to Socio-economic Opportunities for Dalits"
Job Descriptions

1. Project Manager

Responsible to: DNF Executive Director
Key responsibilities 

a) To lead and coordinate the overall project, efficiently facilitating communication between the project, DNF and its regional and district chapters 

b) To develop national level project plans, annual implementation plans, annual operating plans and individual operating plan as guided by the project document

c) To communicate project plans and activities to all staff and partners and ensure that they are aware of their roles and responsibilities

d) To support staff and district chapters in their institutional capacity building by conducting project management training and enhancing their skills in participatory project planning implementation, monitoring and evaluation skills

e) To oversee all overall project reporting and communication to Donors.
f) To ensure that donor-wise progress report against the project activities and forwarded to ESP/DFID office for every quarter within 10th day of the following month.
g) To ensure participatory M&E is conducted as planned.
h) To oversee all project advocacy activities national level with strategic stakeholders, including donors, policy makers, media and civil society for empowerment and inclusion of Dalits in coordination with Policy Advocacy Officer.  
i) To coordinate project activities, share learning and build relationships with stakeholders and government agencies

j) To oversee the management of financial and human resources for the project

k) To apply the principles of good governance throughout the project 

l) To work closely with the DNF Executive Director and Programme Coordinator on the strategic direction of the project in line with DNF strategy.
m) To manage, appraise and develop a team of 4 national staff and 10 district coordinators 

Required Competencies:

Essential 

a) Strong leadership and decision making skills 
b) Experience of advocating at a national level on minority rights

c) Experience of project planning. implementation, monitoring and evaluation with various stakeholders for large complex projects
d) Experience of managing partnerships to deliver community focused projects that strengthen civil society

e) Experience of managing and developing a team of staff and civil society groups
f) Strong training, facilitating and mentoring skills to support staff and partners with their development 

g) Up to date knowledge of current political and social context of development

h) An understanding of good governance and experience of its application 
i) Excellent communication and presentation skills

j) Excellent written and spoken English and Nepali 

k) Ability to use computer to run office application software packages

Desirable:
a) Familiarity with existing laws and policies regarding caste issues and diversity

b) Past working experience on education, health and livelihood empowerment

Required Qualification and Experience: 

· Bachelor Degree with relevant 7 year's experience and Master Degree with 5 year's experience  in any Social Science, Management and other relevant subject.
2) Monitoring and Evaluation ( M and E) Officer 

Responsible to: The Project Manager
Please note that it is expected that your time will be divided in the following way (75% field, 25% in the Kathmandu office)

Key responsibilities 

a) To take the lead on developing and implementing effective M and E systems for the project 
b) To take the lead on all aspects of M and E including data gathering, analysis, documenting and communication at all levels (district and national)

c) To ensure that M and E systems are participatory and identify how partners can be involved

d) To design and undertake a baseline analysis for the project 

e) To establish a project monitoring data base and develop indicators

f) To develop a progress assessment tool to monitor project progress and impact 

g) To monitor, evaluate and report on project progress against the project plan and project indicators
h) To organize project planning workshops

i) To organise project evaluation events 

j) To work closely with the communication officer to ensure timely reporting on project progress so that he/she can undertake their reporting duties on time
k) To lead on the capacity building of partners and staff in M and E – assessing their needs and providing the necessary training. 

l) Train district staff to ensure thorough, timely and coherent reporting 

Required Competencies:

Essential:

a) Experience of designing and implementing M & E systems for large complex projects

b) Experience of developing monitoring and evaluation tools and techniques 

c) Sound knowledge and experience of working with of the log frame matrix and monitoring evaluation processes

d) Experience in participatory approaches to M and E 

e) Good data analytical skills 

f) Skills in training and capacity building 

g) Pro-active and ability to work off one's own initiative

h) An effective team worker that works well with and coordinates their work with others
i) Good planning skills and ability to work to deadlines

j) Excellent written and spoken English and Nepali 

k) Ability to use the computer to run office application software packages

Desirable

a) Past working experience on education, health and livelihood empowerment

b) Knowledge of partnership principles and experience in partner's capacity assessment and monitoring.

Skills and Experience

· Minimum requirement Bachelor's degree in social science or any related field 
· 3 year's plus work experience on M and E projects
3) Communication and Documentation Officer

Responsible to: The Project Manager
Key responsibilities 

a) To develop and implement the communication plan for the project in consultation with project partners

b) To orient DNF staff and partners on the plan and their reporting roles

c) To be the focal point for communicating and reporting with all stakeholders on project activity 

d) To work closely with the M and E officer to prepare periodic progress reports for donors and stakeholders

e) To liaise with the DNF chapters, the donor, media organizations, CSOs and government line agencies on communications

f) To develop and maintain networks with DNF chapters, media organizations, CSOs and government line agencies

g) To lead on the production of DNF promotional materials including press releases, the quarterly newsletters publications, the annual report and other materials as required

h) To support the Project Manager with the organization of project events

i) To take minutes at key meetings 

j) To update and maintain DNF's documentation system and to induct staff on this and encourage them to use this

Required Competencies:

Essential

a) Demonstrated skills designing and implementing communication and Documentation systems

b) Experience of developing effective communication plans

c) Good at communicating plans to others and getting their support 
d) Excellent writing and editing skills, both in English and Nepali

e) Experience of working with the media on advocacy campaigns and of using print and electronic media,

f) Familiarity with existing laws and policies regarding caste issues and diversity

g) Ability to work to deadlines 

h) A good team worker 

i) Ability to use computer to run office application software packages

j) Excellent written and spoken English and Nepali 

Experiences and Qualifications:

· Bachelor degree in Social science or any other relevant subject, 
· At least three years work experience in related field
4) Policy and Advocacy Officer

Responsible to The Project Manager
Key responsibilities 

a) To lead on the project's advocacy activities at a national level and district level

b) To plan, implement and evaluate the project's advocacy activities
c) To orientate DNF staff and partners to the advocacy plan gaining their support and informing them of their roles and responsibilities
d) To explore and develop issue based alliances on livelihoods, health and education

e) To organize awareness and rights related campaigns and events 

f) To collaborate with and build relationships with government line agencies, CSOs and concerned stakeholders for effective advocacy. 
g) To build the capacity of DNF regions, districts and its member organizations for effective advocacy
h) To support and advise districts on their advocacy plans and campaigns as required and to monitor their progress 
i) To be a focal point for taking grass root issues and concerns to a national level
j) To work with the project manager on national level advocacy campaigns to secure Dalit rights and access to government services.
Key Competencies 

Essential

a) Experience working on policy and advocacy issues at grass root and national level

b) Experience of applying a variety of different advocacy tools and methods

c) Familiarity with Rights based approach to advocacy 

d) Familiarity with Dalit issues, laws and policy relating to caste based discrimination

e) Up to date knowledge on minority issues particularly gender and the current political situation in Nepal

f) Excellent written and spoken English and Nepali 

g) Excellent presentation and public speaking skills 

h) Skills and experience in training, mentoring and coaching 

i) Good planning skills

j) Ability to work well in a team

k) A pro-active approach to work

Desirable

a. In depth understanding of Nepal's caste system particularly Madheshi Dalits

b. Experience of working with networks and federations

Experiences and Qualifications:

· Bachelor degree in Social science or any other relevant subject, 
· At least three years work experience in related field
5) Finance and Administration Officer 
Responsible to: The Project Manager
a) To set-up a transparent and accurate financial systems in line with donor guidelines, country regulations and DNF internal procedures.

b) To ensure the effective management of finance and general administration functions of the project in coordination with the Project Manager 

c) To manage all aspects of accounting, procurement and regular audit of the project.

d) Develop/institutionalize their internal control mechanism (financial and administrative systems) as deemed necessary. 
e) To meet financial reporting deadlines ensure that donor-wise expense report against the budget is prepared and forwarded to ESP/DFID office for every quarter within 10th day of the following month.

f) To develop financial guideline and maintain project staff personal files and arrange staff appraisal and other administrative matters as required.
g)  To analyze strength and weaknesses of local partner accountants /their financial management as required. 
h) To assist and provide training to the partners and concerned staff in accounts and other related areas as appropriate for proper maintenance of their books of accounts, inventory and fixed assets records. 
i) To visit partners and field offices minimum every quarter to check and to verify accounts and support them in their capacity building /strengthening.
j) To be responsible for the smooth management of Administrative and Financial management of the DNF regional and district chapters's programme activities.

k) To make sure that the monthly and other annual and period financial reports are forwarded to DNF Central Office within the stipulated deadlines from the DNF and regional district offices.

l) To provide an overview of financial performance of the partner organizations and be overall responsible for the timely disbursement of the financial installments to the partners and DNF regional and district offices.

m) To ensure that the property of the organization is safeguarded and maintained in proper condition, supervise the security arrangements of the Project and other rented residential properties.  
Key Competencies 

Essential
a) Experience working on financial planning, budgeting, management and monitoring and other relevant administrative issues.
b) Knowledge and experience in handling accounting software, Excel and Ms-Word.
c) Experience in handling accounting software 
d) Experience of financial management of donor project.
e) Excellent  financial reporting skills of bilateral and multilateral agencies

f) Ability to work to tight deadlines and handle multiple concurrent activities 

g) Familiar with Nepal government rules/policies for financial and administrative related to NGO/INGO and development programmes.

h) Excellent in written and spoken Nepali and English.
i) Skills and experience in training, mentoring and coaching 

j) Ability to work well in a team

k) A pro-active approach to work
l) Ability to handle pressures and meet deadlines
Desirable

a) In depth understanding of Nepal's caste system particularly Madheshi Dalits

b) Experience of working with networks and federations

Experiences and Qualifications:

· Bachelor degree in management, 
· At least three years work experience in related field
