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JOB DESCRIPTION

	Job Title
	Grants Manager 

	Reports to
	Director of Programme 

	Job location
	Goma or Bukavu 

	Grade
	3.2

	Contract Duration 
	1 year renewable



	Job Purpose

	The purpose of this position is to support the Democratic Republic of Congo (DRC) country programmes to design, secure and deliver high quality peacebuilding programmes. The postholder is in in regular contact with the Country Director, Director of Programme, Deputy Director of Programme and project managers and plays a coordination role to ensure effective grants management including, compliance requirements, reporting, timely and quality proposal development.
 

	Duties and Responsibilities

	Grants management and compliance 
· Lead due diligence assessment when and as required by an existing or new donor/new partner;
· In coordination with the Director of Programme and Director of Operations, draft Partner Agreements/MoUs with relevant Annexes and take through signing processes;
· Review donor contracts, flag any points that might challenge Alert’s procedures, and support contract negotiations;
· Work closely with the finance team to ensure legal and financial compliance with Alert and donor standards and approaches;
· Coordinate with respective budget holders and finance in order to ensure budgets are correctly allocated and aligned;
· Coordinate start-up and close out of projects when required;

Project development and fundraising 
· Provide strategic support to country-led fundraising, including proactive mapping of new donors/opportunities, research, identifying and engaging directly with donors and in close coordination with the Global Fundraising Team;
· In collaboration with country team members, coordinate project proposal development process taking the lead on writing project proposals including support to the development of the budget and logframe, and coordinate submission to the donor;
· Facilitate and ensure strong coordination between DRC team and support teams in HQ (Advocacy, Comms, HR, Peacebuilding Advisory Unit, Resource Development), whenever necessary in the proposal development process;
· Support communications with donors when required;

Reporting 
· Manage and update the DRC reporting calendar and send reminders for inputs of all those concerned by the preparation of these reports;
· Coordinate Donor Reporting Processes and ensure timely submission of high; quality reports that meet donor requirements in coordination with the Project Managers/COPs and the Programme Direction team;
· Coordinate responses to address donors’ requests for clarifications and ensure consistency of information and analysis provided in relation to the reports mentioned in the bullet point above;
· Coordinate quarterly and annual internal reports;
· Verify the consistency of information provided in narrative and financial reports in coordination with PMs, DMEAL and Finance colleagues;
· In close coordination with the DMEAL team, develop learning products that allow the findings and relevant feedbacks from narrative, financial and audits reports to be shared with the wider programme team;
· Support the programme team in ensuring orderly and complete archiving of all project and internal reports; makes them easily available to the team;
· Develop a capacity building plan for the DRC team to strengthen capacity for quality reporting and learning;

Contribute to wider organizational goals within Alert 
· Keep abreast of and participate in wider organisational discussions and processes, for example by attending open days, strategic thinking, developing and pursuing thematic programming, representation and communication – at the national, regional and global levels;
· Contribute to advocacy, communication and networking activities as required;
· Undertake any other tasks commensurate with the role, as required;

	Travel requirements

	Within the DRC, regular travel to the main operational areas project areas, South Kivu, North Kivu, Ituri and Tanganyika, Kinshasa and possibly elsewhere.  



PERSON SPECIFICATION

	Talents 

	At Alert, we believe talented people are crucial to the success of our work. We believe all individuals are talented and success comes in matching the right talents to the right roles. For this role, the skills, qualifications and experience listed below are important, but we believe that to be great in this job you are likely, first and foremost, to have a talent for organising and coordinating as well as the ability to multitask, keeping track of various assignments whilst balancing your time to meet deadlines. You’ll be proactive and creative in developing new ideas and relationships, have an eye for detail and accuracy and the ability to communicate with clarity orally and in writing. 



ESSENTIAL REQUIREMENTS

	Understanding of conflict transformation and peacebuilding, and experience working in this or related field. 

	Understanding of the conflict dynamics in the Africa region and in the Great Lakes in particular

	Graduate or post-graduate degree in peacebuilding, conflict studies, gender, development studies, international relations or related field. 

	Strong experience securing new funding for peacebuilding or development programmes, including developing project concepts and donor relationships; writing proposals and budgets, and negotiating contracts. 

	Experience of working with a range of donors (institutional, multilateral, trusts and foundations), understanding of diverse donor requirements, and experience of identify funding opportunities and tracking donor trends.

	Good understanding of project design, including developing theories of change, clear and realistic objectives and effective monitoring and evaluation plans.

	Experience managing projects, including project start up, implementation management and project closure.

	Financial management experience, including budgeting and overseeing spend. 

	Experience facilitating workshops and ideas development, including remotely 

	Excellent analytic and report writing skills

	Fluent written and spoken English and French; excellent analytic and report writing skills and persuasive oral communicate. 

	Excellent interpersonal skills and ability to engage with a wide spectrum of actors, including community members, civil society and donors.

	IT literate, including experience using Excel for budgeting, and using databases. 

	A collaborative team player as well as a self-starter with initiative and the ability to work alone.

	An eye for detail and accuracy and an ability to balance competing demands.



DESIRABLE REQUIREMENTS

	Experience living and working in a developing or conflict-affected country, particularly in the Africa region. 
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