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MDI Programme Manager Job Description

POSITION:   
Programme Manager (full-time)

TERM:
23 Months 

RESPONSIBLE TO:

MDI Director of Operations, London

SALARY: 


Dependent on skills and experience
Description

To manage, implement and promote all aspects of the ‘Inclusive Voices for Conflict Prevention and Democracy Building in North Africa: bringing the voices of the Sahara into the public sphere’ programme, in coordination with UK and local programme staff and local partner organisations, in accordance with programme plans and budget. In addition, to act as an ambassador for MDI in programme countries primarily and also regionally– representing MDI at events and fundraising opportunities.

Project Overview: 
The central part of the project is Sahara Voices online news / feature agency whose contributors will be journalists and civil society actors trained, equipped and supported by the MDI team  in aim to report accurately and responsibly on security, human rights and development in their region. The high quality, attractive and engaging  content produced this way will be available to media outlets nationally and regionally, thereby increasing reliable and inclusive information in public debate about security and human rights in the region.

Tasks and Responsibilities
· To coordinate programme activities in collaboration with UK, regional and local staff and partner organisations, in accordance with programme plans and budget, to ensure the effective implementation of the programme;

· To be responsible for the quality of the work provided by local MDI team members;

· To be completely familiar with all planned activities, events and publications and associated budgets ;
· To ensure the programme is in tune with circumstances in programme countries and the region;
· To support the missions of all consultants and trainers working in programme countries on behalf of MDI;

· To be responsible for liaison between MDI and its formal programme partners, as well as with other activity partners  to be identified over the life of the project;

· To oversee the running of the programme country offices;

· To ensure the programme complies with programme country laws;

· To report to MDI monthly on expenditure, bank reconciliation and projected income needs;

· To ensure all programme information and materials are provided for upload to the MDI Arabic and English communication platforms in an accurate and timely fashion;

· To represent MDI at local events and fundraising opportunities;
· To liaise with donor organisations and be a point of contact for this programme and possible future ones;
· To liaise with the donor’s office when needed;

· To ensure the English and Arabic-language output and communications of the programme are provided on regular basis;

· To encourage and oversee the dissemination and publication of project-generated outputs in programme countries and regional and international media;

· To ensure all programme outputs placed in any media are collected and stored;

· To provide programme reports -  narrative and financial -  as required by the donor, in cooperation with UK and regional staff; 

· To provide other assistance as may be required in support of the project.

Key Competencies

Communication – able to get one’s message understood clearly by adopting a range of styles, tools and techniques appropriate to the audience and the nature of the information.

Concern for results – shows concern to work effectively or to compete against a standard of excellence. This may be an individual’s own past performance, an objective measure, the performance of others, goals etc.

Flexibility – adapts and works effectively with a variety of situations, individual and groups. Able to understand and appreciate different and opposing perspectives on an issue, to adapt an approach as the requirements of a situation change, and to change or easily accept changes in one’s own organisation or job requirements. 

Influencing and Persuading – able to present sound and well reasoned arguments to convince others. Able to draw from a range of strategies to persuade people in a way that results in agreement or behavioural change.

Organisational Sensitivity – able to understand the power relationships in the organisation or in other organisations. 

Planning and Organisation – able to think ahead in order to establish an efficient and appropriate course of action for self and others. Prioritises and plans activities taking into account all the relevant issues and factors such as deadlines, staffing and resources.

Resilience – manages personal effectiveness by managing emotions in the face of pressure, set backs or when dealing with provocative situations. Demonstrates an approach to work that is characterised by commitment, motivation and energy.

Teamwork and Co-operation – able to work in a co-operative manner with others, to be part of a team working together as opposed to working separately or competitively. 

APPLICATION PROCEDURE
Please submit your CV and a covering letter to info@media-diversity.org
Deadline for applications: COB 08 August  2014.

	
	Media Diversity Institute works internationally to encourage and facilitate responsible media coverage of diversity. It aims to prevent the media from intentionally or unintentionally spreading prejudice, intolerance and hatred which can lead to social tensions, disputes and violent conflict. MDI encourages instead, fair, accurate, inclusive and sensitive media coverage in order to promote understanding between different groups and cultures.




MDI: Victoria Charity Centre, 11 Belgrave Road, SW1V 1RB, London/Great Britain
          www.media-diversity.org Tel: +44 (0) 20 7255 2473; Fax: +44 (0) 20 7580 8597


                         info@media-diversity.org
                 MDI is registered as a charity in the UK (Charity Name: Media Diversity; Registered No. 1110263)
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