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ROLE PROFILE
	TITLE: Project Manager, Humanitarian Strategy & Transformation	

	TEAM/PROGRAMME: Humanitarian Team, International Programmes
	LOCATION: : UK or any existing Save the Children International Regional or Country office Worldwide.

	GRADE: C / Nat 3  Mid-Senior level
	CONTRACT LENGTH: Until Dec 2024 


	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: 
This role sits within the Humanitarian Strategy and Transformation Team. Project Managers are assigned from the team to specific projects which support the implementation of our global humanitarian ambition. 
The projects this role will manage will shift in line with changing organisational needs. The priority for 2024 is to analyze information management and knowledge management needs of the Humanitarian Team and to create and roll-out a comprehensive information management and knowledge management plan. 

	SCOPE OF ROLE: 
Reports to: Head of Humanitarian Strategy & Transformation
Staff reporting to this post: No direct reports, although the role will be responsible for coordinating activity from a range of functions.
Budget Responsibilities: none
Role Dimensions:  The role includes a mix of responsibilities including project management, risk management, stakeholder management, facilitation and communications. 
This position plays a key role in the development of a knowledge management and information management plan for the Humanitarian Team. The role holder is responsible for analysis of key information management and knowledge management needs. From this analysis, the role holder is responsible for the development and implementation of said plan. They will work with the leads of different teams to determine key needs and ensure the plan is fit for purpose. 
The role will require regular engagement with senior representatives from across the Movement. 

	KEY AREAS OF ACCOUNTABILITY 
Project management:
· Establish and manage realistic project schedules taking into consideration business deadlines and dependencies.
· Monitor progress on the implementation of those plans, escalating risks as needed to ensure that key deadlines are met. 
· Coordinate input from critical functions and teams as required at various stages of the project. 
· Ensure ongoing and proactive engagement with key stakeholders from across the Save the Children movement to understand their requirements and contributions to the project
· Facilitate meetings to ensure that decisions are made in a timely manner, gaining stakeholder buy-in for key decisions as needed.
· Manage transition to business as usual, clarify ongoing roles and responsibilities of different functions and individuals. 
· Identify key communications needs and work with communications professionals to develop and implement a communication strategy.
· Identify and manage interdependencies with other strategic initiatives across Save the Children.

Knowledge and Information Management: 
· Conduct a review of knowledge management practices within the Humanitarian Team to understand current state and desired future state
· Map out existing knowledge products including where updates are needed and where gaps exist
· Create a realistic and prioritised workplan to ensure a collaborative approach to reaching the desired future state for knowledge management 
· Lead and/or support development of knowledge and information products such as reports, guidance documents, team asks & offers, etc.
· Maintain existing knowledge products to ensure information is relevant and up to date
· Manage dissemination of knowledge products across teams 
· Lead and/or support on the design and facilitation of knowledge sharing and learning activities within and between teams 
· Review and revise current online knowledge management systems including OneNet pages and team file storage
· Review of feedback and information (management) systems and processes
· Through document reviews and stakeholder engagement, map policies and procedures and determine where overlaps exist, where efficiencies can be made, and where changes are necessary
· Propose streamlined information management and sharing practices so that information is in front of the right people at the right time to make decisions 


	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.

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


	QUALIFICATIONS  
Degree level education preferred / equivalent work experience. A formal project management qualification would be an advantage.  

	EXPERIENCE AND SKILLS
· Experience of managing project activities and following through to ensure progress within agreed timeline, preferably in an international NGO environment.
· Ability to work with multiple stakeholders, using sound judgement to effectively prioritise multiple tasks in a constantly changing environment
· Strong planning/anticipation skills. Experience of planning and organising meetings and events, with a strong attention to detail.
· Ability to adopt a pro-active approach to problem solving working closely with senior colleagues as required and offering solutions as appropriate. 
· Proven ability to work effectively at a senior level, gaining trust and confidence with stakeholders.
· Excellent interpersonal skills, with the ability to influence others.
· Strong written and oral communication skills, fluent in English
· Ability to draft well-written, professionally presented correspondence. 
· The ability to liaise and communicate effectively with a broad range of people at all levels, across different cultures and to act with credibility, discretion, tact, and diplomacy. 
· Be able to provide a significant degree of flexibility in working hours and availability.
· Thorough – takes pride in delivering high quality work and gives a high level of attention to detail.
· Self- motivated and ability to work autonomously.
· Commitment to the mission, vision, and values of Save the Children.


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

	Equal Opportunities 
[bookmark: _GoBack]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.

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