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JOB DESCRIPTION

	Job Title:

	Integrated Programming and Innovation Officer

	Division/Programme 
and Section/Project (if any):

	Strategy, Performance and Learning (SPL)

	Location:

	Suva, Fiji

	Reporting to:

	Team Leader - Programming


	Number of Direct Reports:	

	None

	Purpose of Role:
	This role supports organisation-wide program development and implementation across SPC, including integrated and country programming efforts, and the internal incubator. 


	Date:
	May 2021




	Organizational Context and Organization Chart



The Pacific Community (SPC) is the principal scientific and technical organisation in the Pacific region, supporting development since 1947. We are an international development organisation owned and governed by our 26 country and territory members. In pursuit of sustainable development to benefit Pacific people, our organisation works across more than 20 sectors. We are known for our knowledge and innovation in such areas as fisheries science, public health surveillance, geoscience, and conservation of plant genetic resources for food and agriculture.

The Strategy, Performance & Learning (SPL) is a specialised unit within the Office of the Director-General, with responsibilities for guiding strategic direction through development of the Pacific Community Strategic Plan and facilitation of the Subcommittee of the Council of Representatives of Governments and Administration (CRGA) to analyse, anticipate, plan and innovate for the future through strategy, planning and programming. SPL has staff based at our headquarters in Noumea, as well as our regional office in Suva. We provide whole of organisation service (Secretariat and member) through: i) Strategy, foresight and Planning; ii) Monitoring, Evaluation & Learning; iii) Programming and Design. Our work is focused on creating the conditions for change, grounded in contextually relevant and culturally responsive practice.

SPC has made key strategic commitments to our member countries and territories to work in more integrated ways, for better development outcomes for countries and the region. SPC is building upon its strengths to adopt programming design approaches that are evidence-based and outcomes focussed, grounded in national and regional development priorities.  The Programming and Innovation team in SPL supports the SPC executive and senior leadership team in the development of integrated and cross-organisational programs. SPL also manages the NZ-Funded “Funding with Intent” window, which is used to build SPC’s capabilities in innovation, capacity development, and applying integrated, multi-sectoral approaches with our member countries. 
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	Key Result Areas (KRAs):



1. Provide research and analysis that supports the development of integrated and country programmes
2. Facilitate, advise and support the management and development of programming processes at SPC.
3. Advise and progress the implementation management of an internal small grants’ facility project (the “Funding with intent” incubator fund window).
4. Innovate, develop, and manage databases, systems and knowledge management to assist divisions and programmes through the programming process.  
5. Contribute to a culture of learning and innovation in SPL and across SPC. 


The performance requirements of the Key Result Areas are broadly described below

	Jobholder is accountable for
	Jobholder is successful when

	KRA#1 Provide analysis that supports the development of integrated and country programmes and innovation (20%)

Contribute to the development of streamlined programmatic methodologies for country and integrated programming 

Document good practices and lessons from programming across the organisation, drawing on MEL practices

Keep the SPL team abreast of key developments in scientific and innovation processes in the Pacific region

	The programming and Innovation teamwork is informed

· The programming process redesign for integrated and country programming is developed and approved by SPL Director
· Programming learnings from design and practice are well documented and applied in a cyclical update of the programming process
· The Programming team is regularly updating its online filing system for sharing of progress updates on integrated programming and country programming information and learnings across the Strategy and MEL pillars. 

	KRA#2 Facilitate, advise, and support the management and development of programming processes at SPC (15%)

Organise, facilitate, and document meetings of programming networks and communities of practice at SPC 

Coordinate meetings of country stakeholders and SPC staff in the development of country programmes

Maintain a calendar of activities and communicate the activities to key stakeholders. 

Coordinate activities with the Planning Advisor and divisional planning leads

Develop internal communications products on programming, including email communication, factsheets, and updates to the SPC intranet
	Integrated and country programming engagements are supported by

· Meetings organized in a timely manner, by the Programming team, are well documented, and outputs shared in follow up with participants
· Programming Team calendar of events is regularly updated and reflecting planned activities and key milestones and made available on the intranet
· Identified Programming communications products are well planned, developed and delivered in a timely manner



	KRA#3 Advise and progress the implementation management of an internal small grants’ facility project (the “Funding with intent” incubator fund window) (30%)

Support the monitoring, reporting and administration of the Funding with Intent incubator fund window project.

Convene and facilitate meetings, sharing and reflection sessions of SPC teams receiving funding with intent 

Collaborate with the Programme Design and Learning Adviser and the Administration Assistant in developing and managing communications plans with project teams, develop guidance, and manage the reporting process for recipients. 

	
· The project management of funding with intent is effectively managed with key stakeholders.

· Reporting requirements of the funding with intent project is supported, including the delivery of key communications milestones

· Knowledge and learning products from funding with intent funded projects are added to 



	KRA#4 Innovate, develop, and manage databases, systems and knowledge management to assist divisions and programmes through the programming process (20%)

Innovate information databases in support of SPL teams and SPC Divisions for strategic decision making and learning, to enhance and utilize key SPC databases related to the programming process for improved data and information access and use

Collate and update regularly the knowledge of and document information systems types and tools uses (databases etc.) and general knowledge management practices of Members for context of integrated and country programming design

	
· Country and integrated programming efforts from planning to implementation, monitoring reporting and close out is supported by fit for purpose, good quality and well managed information. 

· Data and information generated through the programming process is well integrated with existing information collation systems within SPC and made readily available internally for use by programming stakeholders, in particular integrated programmes and subregional offices of SPC.

	KRA#5 Contribute to a culture of learning and innovation, and community of practice in SPL and across SPC (15%).

Contribute to the coordination of the SPL Programming pillar, supporting the team leader and the adviser.

Coordinate the organisation of monthly all staff seminars in collaboration with SPC Divisions to share learning on key thematic areas across SPC

Contribute to the documentation of organized learning events, and its contribution to internal SPC capacity development
 
	
· SPC staff and members have opportunities to engage in dynamic learning processes and events linked to the Strategic Plan 2021+. 

· Programming Team’s information webpage is regularly updated and ‘Learning events’ seminars are organized to share programming lessons learnt, achievements, and innovation results.

· SPL’s capacity development work area is strengthened with lessons learnt through programming capacity development pieces through integrated and country programmes


The above performance requirements are provided as a guide only. The precise performance measures for this job will need further discussion between the jobholder and supervisor as part of the performance development process.

	Most Challenging Duties Typically Undertaken (Complexity):



	· Maintaining open lines of communication and collaboration and communication with programming stakeholders inside and outside the organisation, including building interest and awareness in the programming process
· Conducting independent research and analysis on key national and regional policy trends and identifying key trends in innovation that the organisation could pursue.  
· Engaging with staff across SPC who receive funding with intent, working with them to ensure that key deadlines and deliverables are met 



	Functional Relationships & Relationship Skills:



	Key internal and/or external contacts
	Nature of the contact most typical

	External
Key external contacts are:
· Staff in Ministries of Foreign affairs and planning in member countries
· Consultants and external collaborators
· Donor agencies
	· Coordination of activities
· Reporting
· Following up on meetings
· Advocacy

	Internal
Key internal contacts are:
· SPL team
· Integration and Resource Mobilisation team
· Regional Offices
· DDG Offices
· Divisional Staff
	· Team meetings
· Collaboration
· Training support







	Level of Delegation:



Routine Expenditure Budget: 0 Euros

Budget Sign off Authority without requiring approval from direct supervisor: 0 Euros

	Personal Specification:



This section is designed to capture the expertise required for the role at the 100% fully effective level. (This does not necessarily reflect what the current position holder has.) This may be a combination of knowledge / experience, qualifications or equivalent level of learning through experience or key skills, attributes or job specific competencies.

Qualifications

	Essential:
	Desirable:

	Bachelor’s degree in relevant subject for example, programme development, business or public administration; science communication, geography or development studies 
	Advanced degree 

Certifications in Project Management or Partnership Development 



Knowledge/Experience

	Essential:
	Desirable:

	· At least 5 years of related experience in programme design, project management and reporting, ideally at the regional/international level 

· Strong experience in facilitation and provision of support to specialist groups of stakeholders 

· Experience in relationship management and awareness of application of diplomacy approaches

· Strong experience in communications and knowledge management 

· Ability to undertake research to support rapid sensemaking and advice.

· High proficiency and experience with information systems and data management

· Excellent computer skills across necessary applications
	· Preparation and facilitation of workshops and meetings online, including agenda drafting, documentation 

· Understanding of Government and International organisational processes 

· Familiarity with operation of Zoom, Teams, Sli.do and other online engagement platforms

· Research and analytical report writing skills












Key Skills/Attributes/Job Specific Competencies 

The following levels would typically be expected for the 100% fully effective level:

	Expert level
	· Expert skills in research , content writing, facilitation and presentation

	Advanced level
	· Strategic communications, project management, relationship management
· Consulting, collaboration and influencing skills
· Cross-cultural skills and ability to work with team members of different cultural backgrounds
· Ability to work with minimal supervision, set own work priorities, and consult and update supervisor and team where needed 

	Working knowledge
	· Data management and information systems platforms and software
· General problem solving and conflict resolution knowledge and experience

	Awareness
	· SPC Regulations and Policies 




Key Behaviours 

All employees are measured against the following Key Behaviours as part of Performance Development:

· Change and Innovation 
· Interpersonal Skills
· Teamwork
· Promotion of Equity and Equality
· Judgement
· Building Individual Capacity

Personal Attributes

· A systems thinker and innovator, capable of making connections between different pieces of work and identifying and pursuing opportunities to advance 
· High level of professional integrity and ethics
· Friendly demeanor who enjoys working with people in different teams and backgrounds
· Demonstrated high level commitment to service

	Change to Job Description:



From time to time it may be necessary to consider changes in the job description in response to the changing nature of the work environment - including technological requirements or statutory changes. Such change may be initiated as necessary by SPC. This Job Description may also be reviewed as part of the preparation for performance planning for the annual performance cycle.
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