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HUMANITARIAN CORDINATOR

CAFOD Mission:  to promote human development and social justice in witness to Christian Faith and gospel values.

International Division purpose: In collaboration with our partners, to have a lasting impact on poverty and injustice through development programmes, advocacy, and humanitarian response. The division will promote learning, strengthen and empower communities and people in need regardless of their race, gender, religion or politics, and build links between CAFOD supporters and partners overseas.

Job purpose: To lead and manage the Humanitarian Response and Support Team (HRST) in the effective delivery of the corporate strategic objectives and the annual teamwork plan.  This will involve the coordination and management of humanitarian programmes and the management of support and assistance provided to specific overseas partners and to CAFOD International Division programme staff.  The post holder will also act as deputy to the Head of the Humanitarian Section as needed.  

Job scope: The Humanitarian Coordinator reports to the Head of the Humanitarian Section.  

HUMANITARIAN SECTION

CAFOD is committed to helping to ensure effective and timely response to meet humanitarian needs globally.  The Humanitarian Section within the International Division (ID) provides technical advice and support, policy development and institutional funding to CAFOD programme staff and partners to help enable effective and appropriate humanitarian response.

Since 1998 humanitarian expertise and capacity has grown within the organisation at a steady pace. The aim in this growth in expertise and capacity has been to strengthen CAFOD’s partnership approach in providing support and assistance to people affected by conflict and natural disasters in Africa, Asia, Latin America and Eastern Europe.  

In September 2004 the section was renamed the Humanitarian Section and a commitment was made, as laid out in the new Strategic Framework (2005-2010), that over a period of one year there would be investment to increase the organisation’s humanitarian capacity.  The areas of investment will be in (1) establishing stronger and more robust systems, processes and management to enhance the quality of programmes and impact (2) greater regional humanitarian capacity and expertise particularly in Africa (3) increased capacity at a head office level in the areas of section management, technical expertise, support staff and donor relations (3) increased capacity for the development of humanitarian policy.

The Humanitarian Section currently comprises seven full time specialist humanitarian staff consisting of the Head of Section, the Section Administrator and five Humanitarian Officers; one specialises in health and nutrition, one in programme management, one in recovery and livelihoods and two specialise in donor relations and institutional funding. In addition, six staff are working on Sudan, Chechnya and other emergencies. 

The aim of the section is to provide expertise in the areas of health, nutrition, livelihoods, food security, water, sanitation, construction, programme management, emergency funding, training and humanitarian policy.

A key change over the coming months will be the establishment of a number of teams within the section, which will help strengthen the delivery of the section’s work.  These teams will focus on the areas of: UK and regional disaster response and technical support; donor relations, logistics and programme support (based in Brixton); and humanitarian policy.  These teams will be managed by the creation of a number of management/team leader positions. The post of Humanitarian Coordinator is the first of these posts and will be responsible for managing the Humanitarian Response and Support Team (HRST) and acting as deputy to the Head of Section.  This is an exciting and challenging new post as it will be instrumental in devising the strategy for generating stronger capacity (both overseas and at CAFOD’s Brixton offices) and managing these functions.

CAFOD’s emergency income averages approximately £10 million per annum. In 2002/03 CAFOD has responded to emergencies in over 30 countries across the world including Liberia, Chechnya, Iraq, Afghanistan, and Zimbabwe. It is planned that this income will be increased by 50% over the next two years and then with further planned increases.

The Humanitarian Section works closely with Caritas Internationalis, Caritas Europa and members of the international Caritas Confederation in helping to provide and strengthen international assistance to humanitarian crises. The Head of Section holds the position as President of the Caritas Europa Humanitarian Aid Commission. The Humanitarian Section also plays a key role within the UK humanitarian community working closely with other agencies, particularly the Disaster Emergencies Committee (DEC), ALNAP, HAPI and Sphere.

The Humanitarian Section helps provide and maintain discussion across CAFOD on humanitarian issues and policy.  This involves providing information to the Communities and Supporters Division, our supporters and regional offices, and also working specifically with the Director’s Office and the Media Relations Section. In particular, the Humanitarian Section convenes and supports the Bubbling Emergency Group, a cross-organisational mechanism for managing CAFOD’s corporate response to major emergencies.

KEY RESPONSIBILITIES 

· To manage the Humanitarian Response and Support Team (HRST), both London based and overseas-based staff.  The current team is made up of four people (excluding the Sudan emergency team) but this is expected to increase substantially over the next year with staff being based both in the UK and overseas.

· To manage the day-to-day work of the HRST who provide support and assistance to programme staff in aiding their response to humanitarian crises and meet the requirements of partner agencies and the people in need.

· To devise, develop and manage the operational and support strategy for CAFOD’s humanitarian work.  This will involve working closely with the Head of Section over the coming year in this new phase of CAFOD’s work and development.

· To act as deputy to the Head of Section as and where needed, including managing the overall section at specific times.

· To provide clear direction working creatively and innovatively to develop and enhance partner capacity and strengthen humanitarian impact.

· To work closely with the Head of Section in building regional capacity through a process of decentralisation and establishing a number of humanitarian posts in key locations.

· To ensure that CAFOD’s response to major emergencies is timely, effective and professional in reducing suffering and loss of life.

· To establish systems to ensure programme impact, that programmes are managed, monitored and reviewed systematically and that lessons are learnt.

· To help ensure that CAFOD’s emergency programmes meet appropriate minimum standards (e.g. those articulated in the CAFOD Emergency Guidelines, the Sphere Project and the Code of Conduct).

· To help strengthen the Caritas Confederation’s response to humanitarian crises through helping to enhance collaboration, collective action and coordination.

· To promote and integrate cross cutting issues arising from HIV/AIDS in all emergency responses.

· To ensure close working relationships are maintained with the Programme Support Section to help improve our programmatical approach, quality and performance of our work.

· To undertake specific pieces of senior organisational representation as directed by Head of Section.

· To liaise with the Communities and Supporters Division and CAFOD Regional Offices, and provide information on HRST/ID emergency programmes.  This will include working with the Media Relations Section on humanitarian issues, and to help raise the profile of CAFOD’s emergency work through interviews and briefings with the press and broadcast media.

· To travel extensively overseas as and when needed for up to four months per year.

When the need arises, the Humanitarian Coordinator should be prepared to take overseas calls at home and be prepared to work additional hours. 

PERSON SPECIFICATION

Essential

· Educated to degree level or equivalent experience.

· A good knowledge of CAFOD, Caritas and the role of Catholic Church in relief and development work.

· Proven experience of the international aid sector and response to disasters and conflicts

· A minimum of five years’ experience of working in overseas emergency and development programmes, which includes three years’ field experience in managing humanitarian programmes.

· Experience of managing a multi-disciplinary team across a variety of job functions.

· Experience of managing a significant budget and operating plan.

· Experience and commitment to working in partnership with local partners.

· An understanding of relief, rehabilitation and of the importance of gender and diversity in humanitarian work.

· Research and policy experience.

· Commitment to humanitarian principles as expressed in the Humanitarian Charter.

· Ability to write concise and accurate reports to agreed deadlines.

· Strong numerical skills to monitor budgets and write financial reports.

· Good communications skills, excellent written English and sound analytical skills.

· Ability to work and travel extensively overseas for up to four months

Desirable

· Working knowledge of the voluntary sector.

· Experience of dealing with the media.

· The ability to speak other languages, especially French, Portuguese or Spanish.

· Knowledge of the life and culture of the Catholic Church.

A commitment to CAFOD’s Vision, Mission and Values is essential for all staff.

	Humanitarian Coordinator

£30,969 to £33,969 pa
Permanent Contract
	

	CAFOD has a new, exciting and challenging opportunity for a confident and highly experienced senior humanitarian worker to help further develop our ability to respond to humanitarian crises worldwide.  As Humanitarian Coordinator you would be a key member of the Humanitarian Section and help provide professional expertise and support across CAFOD’s diverse and wide ranging humanitarian programmes.  You would lead and manage the Humanitarian Response and Support Team in the effective delivery of the corporate strategic objectives and teamwork plan.  This will involve the coordination of humanitarian programmes and the management of support provided to overseas partners and to CAFOD International Division programme staff.  You will also act as deputy to the Head of the Humanitarian Section as and where needed.  

You should have a proven management background and have a minimum of five years experience of working in overseas emergency and development programmes, which includes three years field experience managing humanitarian programmes. Coupled with these skills you will need to have a strong understanding and experience of working with local partners and a sound working knowledge of humanitarian policy and principles.  An ability to speak French, Portuguese or Spanish is desirable.  London based but with extensive travel.
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If this role interests you, please obtain an application pack by visiting www.cafod.org.uk/jobs/, emailing jobs@cafod.org.uk or phoning 020 7326 5601, quoting ref HSC. Closes 3 November 2004.
CAFOD is an equal opportunities employer

CAFOD is the official development and relief

agency of the Catholic Church in England and Wales

and part of the Caritas Internationalis Confederation
	


TERMS AND CONDITIONS

Contract:
A permanent contract is offered on completion of a six-month probationary period.

Salary:
£30,969 p.a. (grade R) with up to five annual increments of £600 to a maximum of £33,969 p.a. 

Hours:
9.30 to 5.30 with one hour for lunch.  Some evening or weekend work may be required for which time off in lieu is available.

Holidays:
20 working days per annum plus statutory holidays plus 6 days determined by CAFOD at Christmas/Easter.

Pensions:
There is an optional contributory pension scheme (10% employer and 5% employee contribution) starting after completion of the probationary period of six months. Alternatively, CAFOD will make a similar contribution to a Personal Pension Plan. 

Notice period: Three months either way.

Other Benefits: Life Assurance and Permanent Health Insurance cover.

Access
There is access for people with disabilities to CAFOD’s Stableyard offices and there is access by way of a passenger lift to all floors in CAFOD’s main building (where this post is situated). The first and second floors of the Worlock building are inaccessible to people in wheelchairs.

Disabilities: 
We are committed to making every reasonable adjustment to the workplace or working arrangements so as to accommodate people with disabilities.

Location:
The job is based in CAFOD’s Head Office in Brixton.

Working with volunteers – CAFOD is committed to a policy of working with volunteers. All paid staff are expected to be willing to work alongside volunteers on engaged and respectful terms, and to ensure that as far as possible, volunteers are enabled to contribute on an equal partner basis.

CAFOD is an Equal Opportunities Employer

Application forms to be returned to: 

Belay Nema, CAFOD, Romero Close, Stockwell Road, London SW9 9TY 

Or email bnema@cafod.org.uk 

Closing date for applications: 3 November 2004

1st round interviews: 9 November 2004

2nd round interviews (for those shortlisted after the 1st round): 12 November 2004
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