Job Description








 
	Position
	Grants Coordinator
	Grade
	

	Department & Location
	Business Development 
	Date
	

	Reports to 
	Business Development Manager (BDM)

	Purpose: 
	Coordinate and monitor compliance for all grant-funded projects.  This includes: collaborating with Plan staff, partners and donors to ensure all projects and activities are in line with the Country Strategic Plan/programmes and meet donors’ requirements. S/he will assist the Business Development Manager in representing the organisation externally, liaising with donors and development partners, and building relationships with various departments and offices within Plan. 
As an international child-centred development organisation, the Grants Coordinator will commit to the wellbeing of children and to support the Convention of the Rights of the Child and will not tolerate child abuse.


Dimensions of the Position:

The position is responsible for working with 6-9 NOs and monitors an annual budget of greater than $1 million.  Primarily responsible for grant compliance, this position serves as the focal point for all NO communications related to grant implementation, the revision and submission of reports, and development/assessment of local partners.  Key working relationships include National Office staff, local partners, other development agencies, and Plan’s staff. 

Responsibilities and Accountabilities of the Position:

· Provide inputs in development of resource mobilization strategy, standards, guidelines and tools to ensure consistent and coherent management of grants

· Assist BDM in developing concept notes and proposals
· Provide the capacity building of programme staff and partners in grant management and report writing
· Develop Grant Agreement Document (GAD) and Partnership Agreements  
· Review and submit grants and audit reports, and formats for the assigned NOs  under their responsibility
· Monitor and share grants information to relevant Plan staff, partners and NOs/donors to ensure grants matrix and other relevant database are updated and complied with donor requirements
· Lead the partnership selection and re-assessment including developing and reviewing ToRs for partner recruitment and partner project evaluations
Dealing with Problems of the Position:

This position is responsible for dealing with:

· Partnership agreement modification

· Queries from NOs on grant compliance 

· Assist in audit preparation and follow-up
· Grants start up and closure process

· Narrative and financial reporting queries from donors

Communications and Working Relationships of the Position:

Internally, the position will coordinate tasks with Program Support Team (PST), Finance, and Program Team at the PUs.  
Externally, this position will deal with local NGOs, local partners and donor/NOs.

Knowledge, Skills, Behaviors, and Experience Required to Achieve Position’s Objectives: 

Education:

Master and Bachelor degree in related field

Knowledge: 

· Grant requirements and procedures from various donor countries

· NGOs works in Cambodia

· Coordination and facilitation

· Finance and budgets

· Program development

· Computer literate

Skills specific to the post 

· Excellent oral and written communication skills especially in writing project proposals and in dealing with partners and donors

· Conceptual and analytical skills

· Facilitation, training, and coaching skills

· Strong in planning, monitoring and evaluation

· Excellent interpersonal skills

· Ability to build and manage team
· Public relations and representation skills at an advanced level
· Partnership

· High level of computer proficiency
Experience:

· At least three years of professional experience in managing the implementation of grant funded projects and working with partners

· Substantial experience working for and networking with NGOs
· Experience in coaching, training and facilitation.

· Experience working with children and communities and also managing child-related program and projects would be an advantage

Attitudes and Behaviors:

· Positive attitude towards the organization, work and colleagues

· Output oriented

· Commitment to working for children and community development

· An analytical mind

· Team player, cooperative/supportive of colleagues and others Plan associates

· Optimized use of resources

· Dynamic and mature

· Adhere to rule and regulations

Physical Environment and Demands of the Position:
Office base with occasional travel to field site and regional grants meetings. 
Level of Contact with Children of the Position:
This position has medium contact with children.
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