Job Description


	Program Manager 

	1. Job Environment

	Position Information:
	Reporting Lines:

	Division: Program Implementation
Department: Regions
Position: 1
[bookmark: _GoBack]Location: Kohat
	Report To: 
Regional Director

Directly Supervise:
Accounts, Admin & HR Officer




	2. Job Objective 

	Assist Regional Director in the overall supervision, administration and successful implementation of the programs by managing the daily program activities to facilitate the work of the program staff on various levels.



	3.Functions of the Position

	1. Train team members and volunteers upon the basics of the new programmes or amendments in existing programmes.
2. Arrange for employing human resources for programmes under the guidance of the Director. 
3. Conduct training of human resources as per the programme requirements and Ensure trained human resource for the programmes.
4. Arrange for logistics related to projects and programmes implementation under the guidance of the Director and in collaboration with relevant departments.
5. Ensure effective use of time, finances and human resources.
6. After programme implementation closely monitor the activities and advise the director regarding the ground realities and hand on observations.
7. Ensure complete implementation of the programme implementation manual for maximum benefits. 
8. Keep Director informed regarding all info on the implementation of various projects.
9. Timely suggest any required changes to the Director for onward coordination with programme implementation team and programme development teams.
10. Do a thorough and formal critique of the programme progress and submit to Director. 
11. Perform any other tasks assigned by the Director.




	4. Interaction

	Within the organization
	Outside the organization

	Regional Staff
PMO Staff
Head Office

	Volunteers
Community
Government of Pakistan
Partner organizations
Market Based Other NGO



	5. Competencies

	Interpersonal Skill                        
             Presentation                                    
             Report Writing                                
             Communication
             Counseling

	Leadership Skills 
Team Building
Conflict Handling
Decision Making
Motivating Others
	Management Skills
Planning
Time Management
Coordination

	Technical Skills 
Analytical
Collaboration Dedication
Budgeting
Research




	6.Desired Profile of Incumbent Person Specification

	1.Education/Qualification:
	2.Work Experience & Traits:

	Masters in Social Science, Health or Equivalent
	5 to 7 years experience on the same position in social sector around the theme of RH/SRH & Rights
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