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SAVE THE CHILDREN INTERNATIONAL 
ROLE PROFILE

	TITLE:  Awards Coordinator

	TEAM/PROGRAMME: Programme Operations 
	LOCATION: Kigali (Country Office)

	GRADE: 3 
	TYPE OF CONTRACT:
Permanent   FORMCHECKBOX 

Fixed Term   FORMCHECKBOX 
 

	CHILD SAFEGUARDING: 

Level 3:  The role holder will not have contact with children and/or young people, or access to personal data about children or young people, as part of their work.

	ROLE PURPOSE: 
Under the direction of an Awards & Partnerships Manager, the Awards Coordinator will be responsible for ensuring that the SCI programme adheres to all its award management obligations internally within Save the Children and externally with donors. This will include ensuring accurate data quality in the Award Management System (AMS) and supporting the PDQ team with initial data record in PRIME system with new projects. This position is specifically responsible for assigned awards, and will ensure compliance with financial and administrative requirements, donor specific requirements and coordination of project audits at Country office.
This role will work closely with the Head of programme development to ensure quality pipeline data management and support the partnership coordinator in partner budget monitoring development. 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: Awards & Partnerships Manager
Key contacts: Budget Holders and Programme Managers, Head of Programme Development and Quality, Head of Finance, finance Coordinator/Officers, Operations Director and partnership coordinator


	KEY AREAS OF ACCOUNTABILITY: 
Awards Management & AMS Management

· Ensure that AMS is effectively maintained, up to date and accurately records the audit trail for all awards and sub-awards, and that Awards are linked to the PRIME system.
· Support Awards and partnership manager in the overall analysis of budget vs actual expenditures (BVA) for monthly award review meetings with budget holders. Work with budget holders to ensure they develop and implement remedial plans based on agreed action points and closely review achievements in following month.

· Coordinate with programme operations to ensure close out meetings are conducted in a timely manner

· Supports the Awards and partnership manager in coordinating project audits.

· Support kick-off meetings led by the Award Manager and the communication of compliance requirements across the CO

Partnerships – Sub-awards and sub-grantee management duties
· In collaboration with the Operations Director and partnership coordinator, support the partnership coordinator in carrying out partner assessments and quarterly monitoring of funds utilisation by partners.
· Support program managers and finance coordinator in ensuring accuracy and completeness of partner budgets to be included in the sub award agreements. 

· Capacity building and compliance support with all new and existing partners including regular monitoring and systems in place so that partner delivery meets donor expectations and requirements, in collaboration with programme operations
· Support the partners’ capacity building initiatives initiated by the Awards Manager (hand in hand with the programme units)

Proposal development

· When new funding opportunities are identified, work with Head of Programme Development (PDQ / BDM) to ensure that opportunities are tracked in the pipeline tracker in a timely manner, and work with Awards manager to ensure they are uploaded onto AMS and that project information is edited in the PRIME system.
· Work with Head of Programme Development and coordinate with relevant teams involved in the awards inception phase to organise concept kick-off meeting, ensure that the Risk assessment tool (PART) and the GEM tool are completed on each proposal. 
· Provide ad hoc support to the Head of Programme Development as required to submit quality proposals to Members / donors on time. 
Donor Compliance

· Take part in all new award kick- off meetings supporting the awards and partnership manager in coordinating donor compliance to ensure requirements such as reporting deadlines, implementation period, amendment timing/procedures, audit and SCI award management policies are well understood and a plan is in place to ensure these are met.

Reporting

· Sending monthly reporting trackers and reminders to relevant program and finance teams on timely submission of reports and coordinate with PDQ on quality review of reports before submission to awards.



	DESIRED COMPETENCIES

Delivering Results

· Translates complex contextual information into planning and achieving results effectively

· Ability to take a range of potentially complex and conflicting information and make decisions

· Designs and reviews large and complex operations to ensure maximum impact

· Ensures measures and metrics are in place to track performance in large and complex programmes

· Establishes clear and compelling objectives with teams and individuals and monitors progress and performance

· Holds others accountable for achieving results and challenges underperformance

Working effectively with others

· Puts mechanisms in place to ensure effective collaborative working across boundaries

· Enables people from a wide range of backgrounds and perspectives to contribute to positive outcomes

· Breaks down silo working and challenges behaviours that are not collaborative

· Knows when to follow and lend leadership to strengthen other leaders

Problem Solving and decision making

· Identifies and addresses root causes of long-term problems facing the country programme

· Brings in external perspective to ensure strategic decision making remains relevant and future focused

· Provides a strategic framework to support decision making

· Explores and analyses external trends and their potential impact on strategic choices

· Takes calculated risks and has the courage to stand by decisions despite resistance

Compliance (systems, processes, donor)

· Understanding of SCI processes and other key donor requirements and communication and adherence to these

· Understanding of the Award Management System (AMS) and reporting functions, and ensure AMS is up to date to drive data quality

· Accountable for driving AMS data completeness and quality for relevant awards



	QUALIFICATIONS  
· Bachelor degree in Business, International Development, Finance/Accounting or similar fields

	EXPERIENCE AND SKILLS

· Highly developed interpersonal and English communication skills including influencing, negotiation and coaching

· Experience managing grants, contracts & sub agreements with knowledge of major funders’ guidelines (e.g. USAID, ECHO, DFID, CIDA, SIDA etc.)  

· Relevant experience managing donor funded projects with International NGO’s particularly those addressing human/children’s rights and those  applying partnership approaches  

· Strong analytical skills and strategic planning abilities. Computer literacy and excellent documentation skills are a must
· Ability to proactively identify issues and problem solving skills to address these
· Ability to establish and maintain conducive collegial relations and perform effectively as a member of a team

· Highly developed cultural awareness and ability to work well in an international environment with people from diverse backgrounds and cultures

· Excellent time management and planning capacity
· Availability and willingness to work extra hours during times of humanitarian responses

	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 

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

	Health and Safety

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


