Manager Program Support

Duties and Responsibilities

To provide support in coordination, implementation and monitoring of program while working
closely with all other departments and especially with in the department.

Reporting to: Executive Director
Program Coordination and Support

To provide support in preparation of work plan, detailed implementation plan, budgets, technical
support plan and monitoring plan as envisaged by the program.

Coordinate effectively and efficiently with all departments to ensure cohesion and robust
communication at all levels.

Assist in coordination with external stakeholders, organize meetings and record keeping
Facilitate program staff in implementation and achievements of planned targets.
Facilitate all staff meetings, daily activities, field visits and in documentation

2. Program monitoring, documentation and reporting

Support in maintaining an effective monitoring & tracking mechanism of the field activities and
provide timely feedback and support to ensure timely achievements of planned targets.

Ensure program documentation, data collection, analysis and monitoring of project deliverables.
Support in preparation of donor and other periodic narrative reports as and when required.

Provide support in the implementation of document management system and maintain a project
document checklist and tracking sheets.

Spend 50% of its time in the field to ensure progress monitoring and ensuring liaison at field.
Any task assigned by supervisor

SKILLS AND BEHAVIOURS (our Values in Practice)

Accountability:

Holds self-accountable for making decisions, managing resources efficiently, achieving and role
Holds the team and partners accountable to deliver on their responsibilities - giving them the
freedom to deliver in the best way they see fit, providing the necessary development to improve
performance and applying appropriate consequences when results are not achieved

Collaboration:

Builds and maintains effective relationships, with their team, colleagues, Members and external



partners and supporters
Values diversity, sees it as a source of competitive strength

Approachable, good listener, easy to talk to

Creativity:
Develops and encourages new and innovative solutions

Willing to take disciplined risks

Integrity:

Honest, encourages openness and transparency and commitment

QUALIFICATIONS AND EXPERIENCE
Masters with 5-7 years of experience, with development program.
Ability to organize and analyze the program progress tracking system

Ability to work in a complex environment with multiple tasks, short deadlines and intense
pressure to perform

Strong networking, presentation and interpersonal skills

Ability to work independently to analyze problems and issues at field level and to come up with
solutions

Ability to spend maximum time in the field as and when required;
Excellent skills on computer operation, especially on Microsoft Excel and power point
Excellent communication skills in English

Strong leadership, entrepreneurial, proposal management, and proposal writing skillsExperience
working with donors like UN, USAID, DFID, and other development agencies requiredStrong
business development experience/networks with international development donors and service
providers Technical expertise in one or more of Media or Social Impact’s sectors a strong
plusMinimum Master from International recognized University or Post Graduate from UN
University Concentration in International Development, International Business, or a related field.

PAY AND BENEFITSEstimated Salary Range: Rs. 100,000 to 150,000/- + Benefit



