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Position Description

Title
East Asia Regional Manager

Section, Unit
International Programs, East Asia

Responsible to
International Programs Director

Location
Melbourne

Employment Basis
Permanent subject to 3 month probation period

Hours
Fulltime

Date
July 2010

Scope of Position

Responsible for the strategic development and leadership of the agency’s programming in the East Asia region including overall management responsibility of regional and country programs, budget and staff and the leads the agency’s strategic engagement with other Oxfam affiliates in the region.  Oxfam Australia currently supports work in eight countries within the region with direct delivery of work in four countries (Timor-Leste, Indonesia, Cambodia and Laos) with 200 staff internationally and a current annual budget of $A12M.
Contributes to the overall leadership and direction of the agency’s program and organisational development and plays a key representative role with both internal and external stakeholders and, under the Oxfam International Single Management Structure (SMS), is a member of the Program Governance Groups (PGG) that govern all of Oxfam’s work in the East Asia region.
The East Asia program is implemented in close collaboration with, and with the support of, a number of key internal teams particularly the Humanitarian Support, Program Development, One Program Finance, International Human Resources, Campaigns and Advocacy Units.
1.
Key Responsibilities

1.1 Develop and lead the implementation, monitoring and review of the agency’s East Asia Strategy in line with agency standards and policies.

1.2 Lead the agency’s engagement with other Oxfam affiliates in the region including ensuring a positive contribution to the implementation of SMS through a formal role on East Asia PGGs and engagement and leadership of other key pieces of collaboration
1.3 Contribute to setting strategic direction and managing change at the Sectional, agency and Oxfam confederation levels and lead and/or contribute to specified thematic work and other management activities
1.4 Ensure country and sub-regional program managers have realistic program plans in place and the resources, mandate and support required to effectively deliver and are held accountable through effective monitoring, review and compliance checking
1.5 Ensure that systematic and high quality appraisal, monitoring, evaluation, analysis and documentation are integrated into program management and business cycles and that the agency is able to articulate the impact of its work in the East Asia region
1.6 Ensure there is a strategic approach to managing a coherent portfolio of external donors and donations, through timely, quality reporting and maintaining communication at a high level, to ensure satisfaction and continued relationships with Oxfam Australia

1.7 Ensure the integration of disaster management into programs and appropriate responses to humanitarian emergencies within the East Asia region
1.8  Ensure effective security management plans and processes are in place

1.9 Other related duties as delegated by the International Programs Director
2.
Budget

2.1 Accountable for the effective financial management of the overall regional budget

3.
Policy

3.1 Ensure the regional program is delivered within a coherent and comprehensive policy framework and in line with key agency policies such as gender, HIV & AIDS and indigenous peoples
3.2 Contribute to the development of agency policy in areas of expertise and/or delegation
4.
Human Resources

4.1 Effective management of direct reports including recruitment, selection, induction, performance appraisals, training and individual and team development

4.2 Ensure all staff under management demonstrate good human resource practice and comply with agency policies and procedures

4.3 Implement and monitor equity, diversity, child safe and staff health and wellbeing policies and procedures within areas of delegation

4.4 Monitor workloads and work environment for self and for staff under management and take reasonable steps to minimise risks to self and others

5.
Knowledge & Experience

5.1 Proven experience in leading and motivating multi-disciplinary teams and stakeholders (internal and external) in the delivery of program strategy

5.2 Proven senior management experience in leading the design and delivery of complex programs in a range of contexts (ie diverse experience in development and/or humanitarian programs)

5.3 Experience and skills in media and public policy advocacy (eg lobbying, campaigning or education work)

5.4 Significant knowledge and experience in the development and implementation of strategy
5.5 Extensive experience and understanding of community development, advocacy, gender mainstreaming and humanitarian work principles, with a demonstrated ability to develop and implement relevant strategies
5.6 Demonstrated understanding of organisational change principles including experience in managing complex change processes involving a diverse range of stakeholders
5.7 Demonstrated high level financial management and reporting skills, including experience managing multi-donor funded programs
5.8 Experience in security management

6.
Skills & Personal Attributes

6.1 Essential Skills - skills of a high order are required in the following areas:

· Fluent written and spoken English (essential) – ability to speak a language relevant to agency programs in the East Asia region highly regarded

6.2 Personal Attributes

· Availability to work flexible hours inclusive of weekends as required
· If this position is identified as having contact with children or has financial delegation authority a police record check may be required

· Understanding of and commitment to Oxfam Australia's development philosophy, principles and objectives

· Understanding of and commitment to adhere to equity, diversity, child safe and staff health and wellbeing principles

7.
Travel

The role requires around ten weeks international travel per year to support staff and field offices, monitor and evaluate program direction and undertake Oxfam International related activities.  It is a condition of employment that staff abide by all agency security and safety protocols, policies and procedures and the Oxfam International Security Protocol.

8.
Salary (Category 2, applicable pro rata for parttime positions)
The current base salary applicable on commencement is $83,639 per annum which provides a total remuneration package of $93,970 comprising base salary, company superannuation contributions and leave loading – additionally staff are eligible to participate in our salary packaging scheme.

Oxfam Australia has a system of salary increments paid on the basis of achievement of agreed criteria and periods of service.  The current base salary for this position at the highest increment level is $96,179.
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