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role profile

	TITLE: Humanitarian Fund Portfolio Manager

	REPORTS TO:  Humanitarian Fund Manager 
	LOCATION: Centre - London, UK or any existing Save the Children International Regional or Country office worldwide.


	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 Humanitarian Fund (HF) was created in 2021 to channel in a fast and efficient way flexible funds to humanitarian responses and to anticipatory action initiatives to decrease the impact of emerging crises. The HF replaced the Global Central Fund (GCF) for COVID-19, and Children’s Emergency Seed Fund (CSF) and where possible, other flexible pooled appeals contributed by Members, becoming the sole humanitarian flexible fund across Save the Children. 

The Humanitarian Fund Portfolio Manager is responsible for the development and implementation of systems, policies and processes in collaboration with key global functions (Finance, Awards, Accounting, Supply Chain, etc.) to ensure the Humanitarian Fund keeps surging money to responses in a fast and efficient way, while reducing complexity. S/he will also improve and adapt existing processes to ensure the Fund is an evolving platform to support global humanitarian trends, for instance to better support Anticipatory Action (AA) and to monitor the strategic use of flexible funds. The role is responsible for ensuring compliance to policies and to ensure allocation decision-makers and grantees align with the Fund’s criteria. 
S/he will directly manage two Humanitarian Fund Support Officers, who are the first point of contact and provide support for Regional, Country and National Offices for the management of applications from submission to monitoring (use of funds/ tracking of operational feedback) stages. The role will work closely with the HF Data & Reporting Manager to ensure the Humanitarian Fund systematically collects quality data enabling analysis at different levels. 
The HF enables Save the Children’s movement and specially country offices to plan, prepare for and deliver high quality humanitarian action for children when it is needed most and increase the visibility and transparency around decision-making. The HF managed $54 million in 2021, significantly increasing to a $200 million portfolio in 2022.

	SCOPE OF ROLE:

Staff reporting to this post:  
Direct: direct management of two Humanitarian Fund Support Officers. 

Budget Responsibilities: 
· Supports the monitoring of a multi-year portfolio ($54 million for 2021, $200 million for 2022 and a target of $120 million for 2023).
Role Dimensions: 
· Significant engagement with key global functions specifically linked to operations in and outside the Humanitarian team (Finance, Awards, Accounting, Supply Chain, etc.) to develop processes and systems and ensure the smooth administration of the Fund.
· Regional, Country and National Offices, SC Members to ensure compliance and the fast and efficient disbursement of funds.  

	KEY AREAS OF ACCOUNTABILITY: 
· Development and implementation of processes ensuring cross-functional collaboration to sustain the operations of the HF to surge funding across the movement, while enabling an innovative and responsive approach to support global trends and priorities. 
· Ensure policies, procedures and manuals reflect improvements made to the systems and processes and are rolled-out with Centre, Regional, Country and National Offices and Members.
· Overall management of the application and allocations monitoring (country level portfolio behaviour: use of funds, tracking of operational feedback to inform decision makers) components of the Fund. 
· Ensure application reviews are consistent with criteria, thresholds, etc., and decisions are made in coordination with relevant reviewers across the Humanitarian Team.

· Strengthen processes and allocation criteria compliance for grantees and decision-makers at allocation/decision-making stage. 

· Coordinate the design and implementation of specific call for applications or designated rounds of allocations that promote global priorities or address global needs. 

· Implement recommendations from internal and external reviews and evaluations on policy, processes and systems improvements.

· Develop and ensure adequate implementation of processes to enable successful auditing of the HF. 

· Roll-out the implementation and improvements of an internal monitoring (country level portfolio behaviour) system to follow-on previous and new allocations to Regional, Country, National Offices and Members with especial emphasis on the use of funds in humanitarian responses. 
· Development and implementation of a monitoring system that tracks country level Anticipatory Action allocations, mapping and collecting data in line with application criteria, enabling analysis on the strategic use of funds and creating innovative avenues to promote and support Anticipatory Action allocations.
· Undertake high level analysis (fed in by Finance and Awards data) to promote accountability on the use of flexible funds and engaging in strategic discussions on Regional Offices’ portfolio behaviour . Build trends’ analysis over months for each Regional portfolio, comparing Regional behaviours and for the overall Humanitarian Fund portfolio. 
· In collaboration with the HF Data and Reporting Manager, ensure that data from allocations collected at different stages (application, reporting, BvAs) is gathered systematically in the monitoring system and that can be used to develop regional comparative analysis and inform broader analysis and decision-making. 
· In collaboration with the HF Data & Reporting Manager ensure humanitarian data and analysis (i.e. CAFU) is used to inform allocations decision-making.
· Ensure strong coordination with awards staff and humanitarian operations team to maintain the Fund flow of applications.
· Work closely with the Awards team to regularly ensure that Members’ contributions and income claims match across years, and with AMS and the Dashboard. 
· Work closely with the Awards team and HF Support Officers to regularly ensure that allocations match across years, and with AMS and the Dashboard. 

· Maintain strong relationships with users of the Fund (Regional, Country and National Offices, SC Members,) to inform improvements for the Fund. 

· Manage two Humanitarian Fund Support Officers, while promoting a supportive environment that encourages collaboration, results and innovation.
· Support team members with trouble shooting as needed. 
· Comply with Save the Children policies and practice with respect to child safeguarding, code of conduct, health and safety, equal opportunities and other relevant policies and procedures


	COMPETENCIES FOR THIS ROLE:

1. Ambition:

· Sets ambitious and challenging goals for themselves, takes responsibility for their own personal development.

· Proactive, forward thinker who is able to plan ahead and anticipate requirements and problems

2. Collaboration:

· Maintains a calm disposition and positive outlook when working under pressure.

· Self-motivated and able to work with a high degree of autonomy as well as with others.

· Fully appreciates of the value of cooperation, both internationally and within a team.

3. Creativity:

· Develops and encourages new and innovative solutions and cuts away bureaucracy and encourages an entrepreneurial approach.

Thinks creatively and strategically and translates strategy into practical action.

· Analyses complex information from different sources and to synthesise this information into coherent briefs and documents.

4. Integrity:

· Honest, encourages openness and transparency, builds trust and confidence. Displays consistent and excellent judgement.



	QUALIFICATIONS AND EXPERIENCE

Essential

· Higher level education degree, Masters or above, in a relevant field
· Excellent financial literacy
· Experience with monitoring systems, ideally at set-up and implementation

· Management or monitoring experience of budget portfolios of +5M
· Understanding of the financial aspects of award management, and understanding of operations and programming
· Experience with award management policies, procedures and systems and Save the Children’s award management system (AMS)

· Excellent planning, management and coordination skills, with the ability to organise a demanding workload comprised of diverse and challenging tasks and responsibilities
· Very strong attention to detail, problem solving skills, and ability to analyse trends

· Computer literate (i.e. Word, Excel, Outlook, Internet Explorer, financial systems)

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

· Patient, adaptable, able to improvise, and communicate clearly and effectively under pressure

· Strong communication (written and spoken) in English, and strong interpersonal skills, with experience in managing multicultural teams
· Think creatively and strategically to overcome obstacles to cooperation and progress
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