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Save The Children International 

ROLE PROFILE

	TITLE: Global Humanitarian Awards Manager

	TEAM/PROGRAMME: 
Awards team, International Program Operations
	LOCATION: Centre - London, UK or any existing Save the Children International Regional or Country office worldwide with the potential for travel up to 20% (budget and context permitting)

	GRADE: C; Mid-Senior Level
	CONTRACT LENGTH: Permanent

	CHILD SAFEGUARDING:
Level 2: either the post holder will have access to personal data about children and/or young people as part of their work; or the post holder will be working  in a ‘regulated’ position (accountant, barrister, solicitor, legal executive); therefore a police check  will be required (at ‘standard’ level in the UK or equivalent in other countries).


	ROLE PURPOSE: 
The role holder will belong to the Award Management and Donor Compliance team within the SCI Led Funding sub-team that provides award management support on Centre managed awards. This role will work in close collaboration with the Humanitarian team, the Programme Funding and Institutional Partnerships team, and Finance, within Save the Children International (SCI) Centre, providing award management advisory support on good humanitarian award management, working with Centre humanitarian teams to identify award management approaches for any new funds to be secured via the Centre (in particular with the transition of OHT) and working with the team to ensure awards management level of effort required is clear to provide good business partnering support. This is a key role supporting the Head of Awards, SCI Led Funding on the operational management, continuous improvement and standards setting required within humanitarian awards as part of the Centre operating model accountabilities.

They will also provide support to the SCI team, SCI regional offices and Save the Children member offices in processing, managing, monitoring, and reporting on emergency funding, ensuring compliance and accountability.
This position may occasionally require travel to Save the Children International country or regional offices to support emergency response operations.  This role may also be required to work flexibly/non-standard hours in cases of rapid onset or other large scale emergencies.


	SCOPE OF ROLE: 
Reports to: Head of Awards Management, SCI Led Funding
Staff reporting to this post: None; Dotted line task management oversight of the humanitarian awards officers.
Role Dimensions: 
The role holder will need to work closely with many different staff across the organisation and the Save the Children member organisations and will need to build a network of key contacts relevant to their role and engage with a wide range of stakeholders.



	KEY AREAS OF ACCOUNTABILITY :
Developing self and others; Working effectively with others
· Support the Head of Awards, SCI Led Funding to support the development and performance of the Award Management team in relation to humanitarian awards
· Provides capacity building/webinars on humanitarian awards management on a regular basis throughout the year for the Centre awards team, Regions, implementing offices awards, and other functions in the centre as required (Humanitarian, Finance)

· Carry out orientations and staff trainings for award management procedures, donor requirements etc… for Save the Children staff (and as relevant in future, partner organisations)

· Build relationships across the Implementing Offices, Regions and the Centre and escalate issues as required

· Global Humanitarian Surge Platform (GHSP) focal point for award management 

· Point of contact for the development and review of new global humanitarian award management ways of working, procedures and controls

Communicating with impact, negotiation, and coordination

· Develop effective relationships with the wider Humanitarian team (noting OHTT) and provide awards advisory support and advice to proposal development and reviews, so that awards responsibilities in the award are clear, and awards resourcing and donor compliant quality delivery is in mind when opportunities for funding are sought by humanitarian teams.

· For awards where actively supporting, coordinate the processes for donor reporting to ensure that reports are high quality, delivered on time and supported by auditable records.

· Maintain effective communications with Save the Children members regarding donor related issues
· Lead Award Kick off meetings to ensure that all award information is shared effectively with relevant staff, including field offices and partners

· Lead Close out process and work with members to ensure awards are closed out on time

· Coordinate with auditors as necessary

Compliance (systems, processes, donor)

· Ownership of the Award Management in Emergencies toolkit and global communication of the processes and tools 

· Clear understanding of SCI processes and key donor requirements, and support OHT teams to ensure all opportunities, proposals, contracts and amendments follow SCI processes
· Ensure that all appropriate donor formats are available for OHT team and staff have a clear understanding of donor requirements/expectations throughout the award cycle.

· Ensure potential issues and amendment requests are flagged promptly to the Head of Awards, SCI Led Funding and to the Humanitarian Leadership as required. Agree communication protocols with the donor/member and support on donor waiver/derogation requests.

· Ensure all AMS records are an accurate reflection of current award status at all times, and have all required documentation attached.

· Ensure relevant partners and sub-award agreements undergo legal vetting, are input into and approved through AMS, and work with relevant staff to ensure relevant donor requirements are understood by implementing partners (this may include capacity building)

Award management monitoring and analysis

· Input to development of fully costed budgets for award proposals (in particular on award requirements and resourcing, etc.) for any awards pursued by the Centre Humanitarian team
· Co-ordinate with respective budget holders (PM/AM) to ensure budgets are correctly allocated and aligned.  

· Ability to analyse financial issues i.e. variances and resolve by collaborating with other teams

· Award management of global humanitarian awards 
· Coordinate the monitoring and reporting processes for humanitarian awards, including quality and timeliness of reporting, and adherence to compliance rules

· Coordinate the humanitarian team review of KPIs and MIs, with ownership of the award management indicator performance. 

Risk Management

· Review risk assessments of humanitarian awards at the award level and conduct global analysis of risks related to the Centre humanitarian awards portfolio and share insights to the humanitarian team and Head of Awards, SCI Led Funding
· Ensure humanitarian awards use the up-to-date SCI award risk management approach and tools

· Monitor compliance on risk assessments referencing the PART on time KPI within the humanitarian centre portfolio

Continuous improvement and capacity strengthening
· Supporting strategic initiatives to improve the management and governance of Humanitarian funding, serving as Awards business partner to the Humanitarian Team as they implement the findings of recent management reviews and changes required as part of wider Save the Children International change projects.   

· Involvement in other humanitarian and awards related strategic projects as relevant

· Lead continuous improvement within the humanitarian awards space and participate in others as required to encourage learning and improvement across the pooled fund portfolio

· Run regular webinars on award management in emergencies and various centre humanitarian awards processes to help strengthen organisational capability in humanitarian award management

Award portfolio management and strategy
· Actively promotes good award management processes and systems across the Centre humanitarian award portfolio
· Ensure regular award monitoring across the centre humanitarian award portfolio and facilitate regular meetings with key stakeholders to ensure individual award performance is being tracked effectively, and that risks and issues are being recognised and action taken.

· Provide regular management information to the Head on the performance of the allocated portfolio – work with the systems and data team (AMS team, Data Insights within the IP Ops Continuous Improvement team) to drive improvements in oversight tools, to strengthen management of the centre managed humanitarian portfolio
· Support the Head of Awards in the implementation of plans to address any performance issues identified through management information and KPI results
 

	SKILLS AND BEHAVIOURS (SCI Values in Practice) 
Accountability:

· holds self accountable for making decisions, managing resources efficiently, achieving and role modelling Save the Children values

· 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.

Ambition:

· sets ambitious and challenging goals for themselves and their team, takes responsibility for their own personal development and encourages their team to do the same

· widely shares their personal vision for Save the Children, engages and motivates others

· future orientated, thinks strategically and on a global scale.

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; demonstrates highest levels of integrity



	EXPERIENCE AND SKILLS

Essential

· Experience with award portfolio management and knowledge of major compliance requirements

· Experience communicating with impact in a complex stakeholder environment

· Problem solving skills to identify and lead the resolution of issues including sustainable, continuous improvement

· Ability to understand grant budgets and analyse financial reports
· Proven influencing skills with the ability to communicate compliance requirements to stakeholders in the most appropriate way

· Computer literate, with excellent Microsoft Excel skills with the ability to draw out complex data from various sources

· Strong team skills and the ability to develop and maintain effective working relationships at all levels both within and outside the team

· Cultural awareness and ability to build relationships quickly with a wide variety of people

· Patient, flexible, able to improvise and communicate clearly and effectively under pressure. 
· Excellent planning, management, and coordination skills, with the ability to organise a workload comprised of varying and changing tasks and responsibilities
· Basic understanding of operational programming, including the realities of the context 
· Strong communication (written and spoken), and interpersonal skills in English, with experience in managing or working with multicultural teams
· Demonstrated understanding and application of the grant (award) management cycle 

· Demonstrable commitment to equal opportunities and an awareness of what constitutes good practice

· Demonstrable interest in humanitarian response work
· Ability to travel, possibly at short notice, up to 20% of the time to Save the Children International regional and country offices, potentially to remote and insecure locations.

Desirable:

· Experience of staff supervision (work plan/task management) to ensure the team delivers on what is expected (either as a direct line manager or managing a project/workload/deliverables requiring others’ delivery)

· Experience in financial accounting

· Experience of working in a complex international organisation 
· Experience working for Save the Children

· Experience working in emergency responses, and strong understanding of humanitarian response activities and emergency management cycles
· Language skills, alongside English, particular in Spanish, French, or Arabic 


	Equal Opportunities 

The post holder is required to carry out the duties in accordance with the SCI Equal Opportunities and Diversity policies and procedures.

	Child Safeguarding:

We need to keep children safe so our selection process, which includes rigorous background checks, reflects our commitment to the protection of children from abuse.

	Safeguarding our Staff:

The post holder is required to carry out the duties in accordance with the SCI anti-harassment policy

	Health and Safety

The post holder is required to carry out the duties in accordance with SCI Health and Safety policies and procedures.

	Additional job responsibilities

The job duties and responsibilities as set out above are not exhaustive and the post holder may be required to carry out additional duties within reasonableness of their level of skills and experience.
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