	JOB DESCRIPTION

	Position Title: Partnership Development Co-ordinator (EC)

	Location: International Policy, AA International, Brussels

	Reports To: Head of International Partnership Development

	Also Accountable to: International Director, European Affairs


	Functional Links:

· ECHO/DIPECHO

· EC departments

· CMIS administrator

· IPD administrator

· Regional Partnership Development Co-ordinators

· Partnership Development staff in country programmes

· IPD core international team

· External networks on funding in Brussels


	Direct Reports: None

	Budget Holder: Policy/IPD

	Purpose of Role: To provide support in maximising and sustaining EC funding and engagement across AAI


	Key Responsibility Areas:

	No.
	Key Responsibility Area
	Accountable to
	Budget Holder


	1

	Provide intelligence on EC and ECHO/DIPECHO funding opportunities:
· Provide accurate and timely information on EC and ECHO/DIPECHO funding opportunities

· Provide soft information through developing relationships with EC/ECHO/DIPECHO staff in Brussels

· Gather information from and input into relevant CSO networks in Brussels on EC funding

· Work closely with the EU Representative to share and support information and intelligence on EC funding

· Keep updated on all new procedures and rules relating to EC funding and ensure that the Contract Management and Information System (CMIS) is kept regularly updated
· Input relevant EC-related information into IPD updates and other communication tools


	Head of IPD
ID,EA
	Policy/IPD

	2
	Provide support for proposal submission and contract management of EC/ECHO/DIPECHO funding:
· Where necessary (i.e. there is likely to be more than 1 country competing for an EC budget line), co-ordinate AAI submissions to the EC.
· Encourage and support country programmes to meet with EC delegations at country level and share intelligence.
· Focus support on raising awareness and understanding, and accessing resources in Africa around the EDF.
· Provide information on EC contractual, reporting and proposal requirements and ensure through line management that AAI is in compliance with agreed contractual obligations. 
· Review EC proposals and reports to ensure compliance with EC requirements and give feedback to proposal developers and report writers. Assist Country Programmes and Thematic Teams in their negotiations and agreement of contract amendments with the EC.
· Provide contract administration for ECHO and EC projects that need to be managed centrally (working closely with IPD administrator in London).
· Support the submission of proposals, wherever required.

· Work closely with the International Emergencies and Conflict Team to support work with ECHO/DIPECHO.
· Develop guidelines, TORs, processes and policies where necessary to enable the organisation to increase its EC/ECHO/DIPECHO income and manage it effectively.
	Head of IPD
ID, EA
	Policy/IPD

	
	Provide training for proposal submission and contract management of EC/ECHO/DIPECHO funding:
Provide training when necessary on EC/ECHO/DIPECHO proposal development and contract management

· Maintain up to date training materials that can be used by the wider IPD team

· Input into other trainings/meetings with relevant information when necessary

	
	

	3
	Oversight of AAI relationships with the EC:

· Using the Contract Management and Intelligence System, run regular reports on EC contracts and work with countries to support accurate and up to date information.

· Be on Project Accountability Teams for large EC contracts (specifically multi-country) and have oversight of risks, in consultation with Line Manager.
· Keep the wider organisation informed of potential risks to EC relationships and suggest risk management strategies, in close co-ordination with line manager


	Head of IPD
	Policy/IPD

	4
	Thematic Integration:
· In agreement with line manager, provide additional support on International Partnership Development agenda to the Food and Hunger thematic team, particularly in relation to influencing the development of and securing income from EC Food Budget lines.

· This will imply to work closely with the Right to Food team supporting fund raising efforts and contract administration with AIDCO, ECHO and other relevant EC divisions.


	Head of IPD
Thematic Head
	Policy/IPD

	5
	Integration into IPD core team:
· Ensure the wider IPD team builds its knowledge and understanding of issues relating to the EC.

· Support the IPD approach and way of working in all interactions both internally and externally
· Feed into and support planning, reviews and other team processes
	Head of IPD
	Policy/IPD

	Skills and Qualifications:

Essential:
· A minimum of 5 years’ experience in increasingly responsible positions in the development or related sector is essential, including knowledge of the EC, with proven ability in developing and maintaining effective working partnerships with it.
· Proven track-record in proposal design, success at raising money, and managing contracts.

· Excellent interpersonal, communication and negotiation skills will be necessary to work effectively in a multi-cultural environment.

· Fluent written and oral English.

· Experience of distance team working, including providing support and training from a distance.

· Ability to work independently and be self-motivated.

· Support of ActionAid’s vision, mission and values is essential.

· Willingness to travel within the region and internationally; it is expected that the post holder will spend four months travelling per year, but this may be more or less, depending on regional and international requirements.

Desirable:

· Experience in capacity building/facilitation.

· Ability to manage other people and experience of working in a small team.

· Significant understanding of key issues in one or more of ActionAid International’s 6 strategic priorities: food rights, women’s rights, right to human security in emergencies, right to education, rights to just and democratic governance, and rights of people living with HIV/AIDS



	Review Date: 5th October


Signed By: …………………………… 
Date: ………………………………..

