SAVE THE CHILDREN 
INTERNATIONAL PROGRAMS
ROLE PROFILE
	


	TITLE:  Regional MENAEE HLA officer 


	TEAM/PROGRAMME: MENAEE HLA Team, Regional Operations and Humanitarian Response Team
	LOCATION: Amman, Jordan
MENAEE Regional Office

	GRADE: 4
	CONTRACT LENGTH: Till Dec 2024 with possibility of renewal 
 

	CHILD SAFEGUARDING: 
Level 3 – the responsibilities of the post may require the post holder to have regular contact with or access to children or young people 


	ROLE PURPOSE: 
The MENAEE HLA  Officer will provide essential administration and coordination support to the MENAEE regional Humanitarian Leadership Academy (HLA) team, and key programs and initiatives.  This includes supporting the initiation, organization, delivery, financial administration and monitoring of PDPs and other programs and initiatives led by the team.  
The  Officer will use their excellent administration, coordination and finance skills to support ongoing processes and to establish new mechanisms to better support key tasks.  This position relies on developing strong relationships within the Regional Office (RO) Operations and PDQ teams, as well as support teams – administration, HR, Finance, Supply Chain, MEAL and Awards Management.
In the event of a major humanitarian emergency, the role holder will be expected to work outside the normal role profile and be able to vary working hours accordingly.


	SCOPE OF ROLE: 

Reports to: HLA Regional Lead ( MENAEE)

Role Dimensions: Key stakeholders for this position include the HLA Regional Lead and team members, key staff from RO support functions 
Staff directly reporting to this post: 0


	KEY AREAS OF ACCOUNTABILITY : 

Team leadership support
· Provide effective administration and coordination support for the HLA Regional Lead across a range of recruitment, HR, procurement, finance, administration and fundraising tasks and processes.
· Take the lead in managing travel arrangements and facilitating the welcoming of visitors to the HLA MENAEE center. 
· Collaborate with team members to prepare presentations and materials vital for MENAEE regional activities, ensuring they are comprehensive, timely, and aligned with organizational objectives.

· Support the formulation and implementation of a fortnightly work plan, ensuring effective coordination and support for all MENAEE HLA Team members to achieve their objectives.
· Maintain confidentiality of sensitive information at all times
· Capture accurate minutes during meetings as required, ensuring comprehensive documentation of discussions and action points for reference and follow-up.
· Support in the training delivery of different capacity strengthening programs,  also review training materials 
· check translations  and make sure they are up to the standards 
Programme management support 
· Support the effective programme management of MENAEE HLA programs in all aspects (as outlined below) helping ensure key results are delivered to tight deadlines
· Support effective coordination and regular communication with key stakeholders.

· Provide comprehensive coordination support to program participants across EiE (Education in Emergencies) and CPiE (Child Protection in Emergencies) programs, including administrative assistance and timely communication regarding expense processing, monitoring of learning and development processes, and arrangement of mentoring sessions.
· Provide support to participants and facilitators on the Programs including supporting on visa applications, collecting biodata and liaising regarding programme logistics
· Provide administrative support to ensure the success of participant’s job placements.
· Administer support mechanisms to ensure the success of participants' job placements, facilitating their integration into relevant roles effectively.
· 
· Offer administrative and technical support in translating program materials into Arabic, ensuring accessibility and inclusivity for all participants.
· Provide support to both programs regarding reviewing documents, designing surveys, and providing high-quality technical translations.
· Support in reporting of the program achievements monthly and on quarterly basis
· Track spending and budget allocation on Monthly basis, , work with the program teams to forecast spending and allocate budget. 
· Facilitate virtual program sessions by providing administrative support and leveraging digital tools such as MS Teams, Zoom, Nearpod, and online platforms like LMS and Kaya to optimize participant engagement and learning outcomes.
· Work with the HLA MEAL officer to collect quantitative and qualitative data, and keep track of all information .
· Provide effective administrative support to CPiE and EiE program management activities, including advanced budget review, forecasting, and reporting, ensuring fiscal accountability and transparency throughout the program lifecycle. 

Budget monitoring and reporting
· Prepare regular financial reports detailing budgetary performance and expenditure trends.
· Monitor budgetary performance against established targets and forecasts.
· Ensure adherence to regulatory requirements and internal financial policies.

General administrative coordination
· Implement and uphold the SCI filing system, meticulously organizing files to track all administrative and logistics information to program participants, thereby facilitating efficient record-keeping and data management processes.
· 
· Collaborate with cross-functional teams to address ad hoc administrative needs, demonstrating flexibility and responsiveness in supporting program activities as they arise, contributing to the overall operational effectiveness of the programs.
· Managing the online platforms : Moodle, LMS and Kaya , and provide guidance  to participants/students Additionally, responsible for configuring course content on the Moodle page.

Logistics and Financial coordination
· Book flights and accommodation for participants and facilitators, as and when required
· Raise purchase orders as required for venues, services and materials 
· Process invoices and other financial information, such as expense claims and payment of suppliers
· Support in confirming that documentations are obtained for all expenditures and validity of claims all financial claimsComply with financial policies and procedures
· Support in managing the project’s Budget effectively

Training, facilitation and event management coordination
· Contribute to HLA program participants’ recruitment process through liaising with candidates to ensure all paper work is processed and tight deadlines are met 
· Coordinate with   MENAEE HLA team members in running residential training events– by sourcing, booking and liaising with venues and suppliers before, during and after the events 
· Responsible for the updating and preparation and production of training resources and hand outs before and during the training events
· Responsible for ensuring the necessary equipment and stationary is available to participants and facilitators 
· Facilitating sessions during the residential training, including topics such as Child Safeguarding, general observations, and debriefs. Additionally, providing support to other facilitators as required. Offering facilitation for sessions related to EIE topics as needed and assisting in the delivery of the CPIE program.
· Supporting participant’s  assignemts grading during residential training.

Monitoring and Evaluation
· Contribute to the ongoing monitoring and evaluation of HLA programs in the region, , including recording and analysing data
· Support the deployment of RLAs and analysis 
· Track key indicators and update MEAL trackers as guided by the ReMEAL and Regional team

General
· Contribute to regional Team meetings and planning processes, internal initiatives and reporting requirements
· Demonstrate leadership in relation to Save the Children policies and practice with respect to child safeguarding, bullying and harassment, code of conduct, equal opportunities and other relevant policies and procedures.


	Competancies: 
Delivering results: Takes personal responsibility and holds others accountable for delivering our ambitious goals for children, continually improving own performance or that of the team/ organisation 

Developing self and others: Invests time and energy to actively develop self and others to help realise their full potential and to build the organisation’s capability for the future 

Problem solving and decision making; Takes effective, considered and timely decisions by gathering and evaluating relevant information from within or outside the organisation 

Innovating and Adapting; Develops and implements innovative solutions to adapt and succeed in ever-changing and uncertain global and working environments 

Working effectively with others; Works collaboratively to achieve shared goals and thrives on diversity of people and perspectives.  Knows when to lead and how to ensure effective cross boundary working
 
Communicating with impact; Communicates clearly and confidently with others to engage and influence; promotes dialogue and ensures timely and appropriate messages, building confidence and trust with others.


	QUALIFICATIONS  

· A minimum of a BA in management, Finance, MIS or any related field.
· Minimum of Four to Five  years’ experience in  education, child protection programs or humantrian with International organization.
· Experience setting up and maintaining administrative processes e.g. filing systems
· Experience of organising logistics for training events or conferences, including virtul training arrangement 
· Experience in finance supporting services as process invoices and other financial information, such as expense claims and payment of suppliers.
· Experience in Facilitation and training , virtually and face to face .


	EXPERIENCE AND SKILLS
Essential
· Excellent interpersonal skills with experience liaising with stakeholders and of working with people from a range of backgrounds and cultures.
· Proven ability of successfully working with a remote project team 
· Excellent problem-solving skills, a ‘can-do’ attitude
· Ability to work on own initiative, cope with a high volume of work and prioritise against tight deadlines and under pressure
· Excellent written and oral communication skills, including fluent written and spoken English and Arabic
· Organised and methodical with good attention to detail
· Good computer literacy in Microsoft Word, Outlook, Excel and PowerPoint
· Willingness and ability to operate an ‘open door’ policy with regards to colleagues seeking immediate information and support
· A flexible approach to working, with the willingness to work outside office hours occasionally and to be away from home for up to two weeks at a time e.g. on residential training course Proactibity and accountability
· Good communication skills 
· Good budgeting  skills


Desirable:

· Experience in training, Co-facilitation and online learning
· Understanding of and commitment to humanitarian work and experience of working for a humanitarian/development focused NGO
· Familiarity with program coordination 
· Proactibity and accountability
· Good communication skills 
· Relevant academic qualification in the field of international development or social/political science, or other relevant subject area (e.g. adult learning and development).
· 

	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 reason and in line with their level of skills and experience.

	Equal Opportunities 
The role 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.

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