Job Description



	Director Planning & Planning Development 

	1. Job Environment

	Position Information:
	Reporting Lines:

	Department: Program Planning Division (PPD)

Location: Head Office, Lahore

Duration: Ongoing

	Report To: The Chief Executive Officer (CEO) 

Directly Supervise: Manager Planning 

Coordinate With:  
Senior Management Team 
Regional Directors
[bookmark: _GoBack]Program Managers
Project Staff           

	2. Job Objective 

	The Director of Planning and Proposal Development leads the strategic planning and resource mobilization functions of the organization. The position is responsible for identifying funding opportunities, guiding program design, and developing high-quality proposals aligned with the organization’s mission and donor priorities. The Director ensures coordination across departments to produce evidence-based, innovative, and competitive project proposals, while strengthening partnerships with donors, government agencies, and other stakeholders to advance the organization’s strategic objectives and sustainability.

	3. Functions of the Position

	1. Strategic Planning and Program Design
· Lead the formulation and periodic review of Rahnuma-FPAP’s overall strategic plan, ensuring alignment with the country context, donor priorities, and global standard guidelines. 
· Facilitate participatory planning processes with internal teams to define programmatic directions, goals, and priorities.
· Guide the development of evidence-based, innovative, and results-oriented program designs consistent with the organization’s mission and strategic objectives.

2. Proposal Development and Resource Mobilization
· Oversee and manage all stages of proposal development from opportunity identification to submission, ensuring high-quality, compliant, and competitive proposals.
· Lead the preparation, writing, and timely submission of grant proposals to institutional, corporate, and government donors with optimal win probability.
· Coordinate across departments and partners (including donors, filed teams, consultants, and vendors) to produce well-structured and technically sound proposals.
· Apply best practices in proposal development to ensure responsiveness to donor requirements and alignment with organizational standards.

3. Donor and Partner Engagement
· Build and maintain strong relationships with existing and potential donors, partners, and key stakeholders.
· Collaborate with development partners to create compelling and inspiring content for donor materials and communications.
· Represent Rahnuma-FPAP in donor consultations, proposal negotiations, and coordination meetings to enhance visibility and partnership opportunities.

4. Cross-Departmental Coordination and Compliance
· Collaborate with Program, MER, Finance, HR, and Administration teams to develop annual program budgets, logical frameworks, and performance indicators.
· Ensure effective coordination among departments for integrated planning, budgeting, and monitoring of proposals and projects.
· Manage compliance with donor requirements, internal policies, and proposal schedules, ensuring timely submission and quality assurance at every stage.

5. Knowledge Management and Reporting
· Maintain and update proposal and donor databases, tracking opportunities, submissions, and outcomes for organizational learning and reference.
· Develop working papers, presentations, policies, and reports related to strategic planning and proposal development.
· Keep teams and senior management informed of funding opportunities, proposal progress, deadlines, and outcomes through regular updates.

6. Capacity Strengthening and Continuous Improvement
· Build internal capacity in proposal writing, project design, and resource mobilization through coaching and training of relevant staff.
· Promote the use of lessons learned and best practices to strengthen future proposal quality and strategic planning processes.

7. Other Responsibilities
· Perform any other duties assigned by the Chief Executive Officer (CEO) in alignment with organizational priorities.

	4. Competencies

	1. Interpersonal Skills
· Strong leadership and team management skills
· Excellent communication and presentation abilities
· Effective negotiation and networking skills with donors and partners
· High emotional intelligence and cultural sensitivity
· Strong collaboration and coordination abilities across diverse teams
· Ability to motivate, guide, and build consensus among staff and stakeholders
· Strategic thinking with the ability to influence and inspire others
· Conflict resolution and problem-solving skills
· Adaptability and composure under pressure or tight deadlines
· Integrity, professionalism, and a commitment to organizational values

2. Technical Skills
· Expertise in proposal writing and grant management
· Strong knowledge of donor regulations and compliance requirements (e.g., UNFPA, FCDO, EC, etc.) 
· Proficiency in strategic and operational planning
· Advanced skills in project design, logical framework development, and results-based management (RBM)
· Ability to conduct needs assessments and analyze socio-economic and programmatic data
· Competence in budgeting, financial planning, and cost proposal development
· Proficiency in monitoring and evaluation frameworks and indicators
· Familiarity with research methods and evidence-based program design
· Strong report writing and documentation skills
· Proficiency in MS Office (Word, Excel, PowerPoint) and proposal management tools or software
· Understanding of partnership development, consortium management, and donor engagement strategies
· Knowledge of national development priorities and global humanitarian and development frameworks (e.g., SDGs, ICPD, etc.)


	5. Education/Qualification

	· Master’s degree in Development Studies, Social Sciences, Public Health, Business Administration, Management of related fields. 
· Minimum of 10 years of progressive experience in program planning, proposal development, and resource mobilization within the NGO or development sector.
· Proven track record of leading successful proposals and securing funding from major bilateral, multilateral, and private donors.
· Demonstrated experience in strategic planning, program design, and results-based management.
· Strong understanding of donor policies, compliance frameworks, and reporting requirements.
· Experience working in multi-sectoral and multi-partner environments, preferably within national and international NGOs.
· Excellent written and spoken English; proficiency in other local languages will be an asset.
· Advanced computer literacy, particularly in MS Office applications and proposal management tools.

	6. Special Condition

	Rahnuma-FPAP is committed to safeguarding and promoting the welfare of children and young people and expects all staff to demonstrate the willingness to sign and adhere to the Code of Conduct and Safeguarding Policies of the organization. 
Rahnuma-FPAP staff must ensure compliance with appropriate safeguarding policies that reflect the standards and commitments in Rahnuma-FPAP's safeguarding. These include Children & Vulnerable Adults Policy, Code of Conduct, Respect At Work Policy and Raising A Concern Policy from time to time, as well as the relevant local statutory provisions relating to safeguarding children and vulnerable adults'.
Prior to an appointment being confirmed completed background check including three verifies references, Police Check; Identity; Qualifications and experience check.



Note: This job description defines the broad accountabilities of this position which may change based on organizational need. 
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