
JOB
DESCRIPTION

Position Title

Incumbent’s Name (if applicable)

Division

Grade (for HR use only)

CountryDepartment

Date Submitted to HR

Type of position

Job Summary
In a brief paragraph, state the position’s overall purpose or objective, highlighting the general functions for which the position is responsible. Why 

does the position exist and what must it accomplish. IMPORTANT: This section, along with the “Qualifications” section will appear in the CARE 
Career Site and outside job posting sites, so please describe fully.

Please be sure to complete this position description in its entirety. Incomplete descriptions delay posting and grading. 
The grade will be determined by HR Compensation and Benefits unit.
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JOB
DESCRIPTION

JOB RESPONSIBILITY 2

% of time

JOB RESPONSIBILITY 1

% of time

Responsibilities and Tasks
Describe the major responsibilities, principal tasks, competencies and end results for which the position is accountable (limit responsibilities to 

five). Include WHY it is done and the impact to the organization. List the responsibilities in the order of importance and state the percentage of 

time the employee spends on each responsibility during a typical year.
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DESCRIPTION

JOB RESPONSIBILITY 3

% of time

JOB RESPONSIBILITY 4

% of time
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JOB
DESCRIPTION

JOB RESPONSIBILITY 5

JOB RESPONSIBILITY 6

OTHER RESPONSIBILITIES AS ASSIGNED

% of time

% of time

% of time
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JOB
DESCRIPTION

Required

Desired

Experience/Technical Skills 
Number of months/ years of previous professional experience in a similar position. 

Examples: languages; planning; budgeting; word-processing, basic accounting; advanced written communications; presentations; fundraising; 

training/facilitation, etc.

Required

Desired

Education / Training
E.g. high school diploma; college degree (specify major/minor); specialty (ex. Accounting). Include the following phrase when possible:  

“or equivalent combination of education and work experience.”

Qualifications (Know How)
Indicate the minimum required level of education, experience, and skills necessary to qualify for the position and fulfill the organization’s 

expectations for job performance. Also include the education, experience, and skills desired for the position.
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DESCRIPTION

Problem Solving
Click on each level (1, 2 or 3) to indicate which of the below levels of problem-solving this position will face, and why the position falls 
into that category. 

Select Level:

Comments:

1.

2.

3.

4. 7.

5.

6.

8.

9.

Competencies 
Given the responsibilities and level of accountability of the position, please list the performance competencies in order of importance. These will 

be used both for recruitment and performance management. Must choose a minimum of four competencies. Click here to view the Competencies 

and their definitions

Financial Accountability 
(if no budget is managed, please enter $0) Dollar amount of budget managed

Freedom to Act / Impact
Please select the level of responsibility/contribution:
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DESCRIPTION

Organization

Next level supervisor

Immediate supervisor

This positionPeer Peer

Peer Peer

Peer Peer

Peer PeerDirect Report

Employee’s signature Date

Supervisor’s signature Date
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	Position Title: Organizational Development and Transition Technical Advisor
	Type of position: [New]
	Grade: []
	Division: PPL
	Department: SRHR
	Country: Cameroon
	Incumbent’s Name: N/A
	Date submitted to HR: 
	Job Summary: The Continuum of prevention, care and treatment (CoPCT) of HIV/AIDS with Most-at-risk Populations in Cameroon (CHAMP) project, funded by the U.S. Agency for International Development (USAID) under Cooperative Agreement No. AID-624-A-14-00003, began on April 15, 2014. The program is implemented by CARE International in Cameroon in collaboration with Johns Hopkins University (JHU), Metabiota, (MB), Moto Action, and six local community-based organizations (CBOs). In collaboration with PEPFAR agencies, the Government of Cameroon, the Global Fund, and other key stakeholders, CHAMP works in tandem with community-based partners to strengthen and expand human rights-affirming, evidence-based, client-friendly HIV prevention, care, and treatment services for men who have sex with men (MSM), female sex workers (FSW) and their children, and sex worker clients in Cameroon. The program aims to increase demand for, and access to, quality community and clinical services by reinforcing and expanding the creation of safe, friendly, competent community-led platforms, and integrating interventions within the larger services network. CHAMP also contributes to the evidence base as a learning program that helps drive strategic decision-making and resource planning. Starting in October 2019, the program will be extended for three years under the name CHAMP II. The program will build on the existing USAID-funded CHAMP program, with expansion to six regions and additional population groups. One of the requisites for the award is to transition complete ownership of planning, implementation, program and financial monitoring, and reporting to local partners by the end of the agreement. Local counterparts will include the Transition Lead Organization (TLO), which will serve as the primary granting and oversight organization throughout the transition phase, and sub-grantees that will receive funds under the TLO.

The Organizational Development and Transition Technical Advisor (ODTTA) will lead the transition of administrative management of CHAMP II to local counterparts. Local counterparts will include the Transition Lead Organization (TLO), which will serve as the primary granting and oversight organization throughout the transition phase, and subgrantees that will receive funds under the TLO. The ODTTA will work in collaboration with the COP, the Deputy Chief of Party - Programs (DCOPP), the Deputy Chief of Party - Finance and Administration (DCOPFA), the CARE Cameroun Country Director, the CARE USA Senior Technical Advisor – HIV/AIDS, and additional technical and administrative team members to ensure that the TLO and subgrantee partners have the requisite capacity to receive and manage direct assistance from the US Government by the end of the cooperative agreement.

Specifically, the ODTTA will work with TLO management, administrative, and reporting staff to develop an organizational capacity strengthening and monitoring plan, and effective systems for: a) human resource recruitment and management; b) strategic and operational planning; c) communications; d) financial management; e) reporting; f) compliance with Cameroon, CARE, and US Government rules and regulations; g) resource mobilization; and h) sustainability. The ODTTA will collaborate with the DCOPFA to ensure that the TLO and subgrantees comply with financial management and reporting requirements, and with the DCOPP to help ensure that the TLO and subgrantees comply with program reporting requirements.

The ODTTA will help ensure quality, efficiency, integrity, and learning throughout the transition process. S/he will provide timely strategic oversight and guidance to resolve challenges in implementation of transition according to the transition plan. This will involve continuous monitoring of the transition timeline and associated steps; planning with consortium, TLO, and subgrantee staff; evaluation of progress; guiding course correction; minimizing duplication and inefficiencies; and defining and ensuring partners adhere to standard operating procedures. The ODTTA will also be expected to promote learning and innovation throughout. This will include adapting tools, systems, and learning from other program experiences beyond Cameroon; promoting data-driven, evidence-based decision-making; communicating best practices to relevant parties; and scaling successful approaches broadly.


	Job Responsibility 1 Title: Lead organizational capacity strengthening of CHAMP II sub-partner(s) to manage USG assistance
	Job Responsibility 1: The ODTTA will serve as the lead in supporting the TLO (and potentially other sub-partners) to establish sufficient and effective human resource and administrative systems to manage USG assistance in compliance with USG federal, Cameroon national, and CARE International rules and regulations. 

Specific tasks will include the following:

 • Support the establishment of a board of directors and key personnel at the Transition Lead Organization (TLO)
 • Support the TLO to recruit and maintain qualified staff necessary for managing for results, and conducting routing reporting on   program and finance
 • Collaborate with TLO and relevant CHAMP consortium staff to assess the management and organizational capacity of the TLO to deliver on PEPFAR targets and report appropriately
 • Collaborate with the TLO and relevant CHAMP consortium staff to develop an organizational capacity strengthening plan
 • Provide technical support to improve organizational and program management capacity of the TLO according to the plan
 • Supervise and provide strategic guidance and support to TLO management and administrative staff, ensuring professional development, clarity of roles, and accountability
 • Provide coaching and professional development to TLO and relevant sub-partner staff to ensure they meet job requirements, performance standards, and results attributed to the administrative and programmatic management of sub-partners and programs
 • Collaborate with the DCOPP to cultivate a culture of teamwork, with concrete mechanisms of communication, joint planning and experience sharing within and between technical and geographic teams. 
 • Collaborate with the DCOPP and M&E team to build the TLO capacity to upload data into PEPFAR standard reporting mechanisms and effectively use data to inform adaptive management approaches to course-correct and remain on track to meet targets



	Job Responsibility 2 Title: Ensure CHAMP II sub-partner compliance with USG, GoC, and CARE rules and regulations
	Job Responsibility 2: The ODTTA serves as the principle lead in ensuring that the TLO and other potential sub-partners comply with USG, Government of Cameroon, and CARE International rules and regulations. Specific duties will include the following:
 • Ensure all staff clearly and comprehensively understand USG rules, regulations and compliance issues, including financial monitoring and reporting, and branding across the program
 • Strengthen the TLO's financial management systems and compliance in preparation to serve as a prime recipient from USAID
 • Identify risks and challenges that affect staff engagement and performance, and propose and implement measures to mitigate and address them in a timely fashion.
 • Support the DCOPP and M&E leads within CHAMP and among sub-partners to conduct monthly and quarterly reporting as required
 • Support the drafting of quarterly, semi-annual, and annual reports to USAID

	% of time 2: 25
	% of time 1: 60
	Job Responsibility 3 Title : Steward relationships with relevant stakeholders and resource mobilization opportunities
	Job Responsibility 3: The ODTTA will have specific roles in ensuring that the TLO and other potential sub-partners plan and work effectively with USAID, other USG agencies and partners, and the Government of Cameroon. Specific duties will include the following:

 • Develop and maintain strong relationships with relevant USG staff including the USAID Health Officer, USAID Agreement Officer Representative (AOR), the Senior Program Management Specialist, the M&E Specialist, and select staff from the Centers for Disease Control and Prevention, Peace Corps, the Department of Defense, and the Office of the Global AIDS Coordinator (OGAC)

 • Collaborate with the COP, CARE Cameroun Country Director, DCOPP, and other team members to ensure effective coordination with key partners, including the Ministry of Public Health, the National AIDS Control Council, CHAMP consortium partners, the Cameroon Baptist Convention, the HIV-Free Consortium, the Elizabeth Glazer Foundation, Catholic Relief Services, and local organizations partnered/collaborating with CHAMP

 • Support the TLO (and relevant sub-partners) to develop business strategies for sustainable programming and longevity
	% of time 3: 10
	Job Responsibility 4 Title: Share lessons learned and represent CHAMP II in national and international fora 
	Job Responsibility 4: The ODTTA will represent CHAMP and engage in national and international fora to learn from and share experiences in transitioning to local entities. Specific tasks may include the following:

 • Work with CHAMP consortium team members as relevant to document, publish, and/or present on challenges and best practices in transitioning to local ownership
 
• Represent CHAMP in national planning meetings and discussions, including the development of national strategic plans and policies, that include social contracting components and/or involvement of local partners in the planning, delivery, monitoring, and evaluation of relevant services
	% of time 4: 5%
	Job Responsibility 5 Title: 
	Job Responsibility 5: 
	% of time 5: 
	Job Responsibility 6 Title : 
	Job Responsibility 6: 
	% of time 6: 
	Other Responsibilities 6: 
	% of time Other Responsibilities: 5
	Required Education: A minimum of a bachelor's degree in public health, development, business administration, or a related field, or equivalent combination of education and work experience.
	Desired Education: Master's degree in public health or health management/administration.
	Required Experience: • A minimum of 8 years of progressively-challenging experience working in public health / development management and administration  • Prior experience working with US Government funded-programs. • Strong oral and written communication skills; excellent demonstrated interpersonal and negotiation skills.• Proven leadership skills.
• Demonstrated experience recruiting, developing, and managing staff. • Demonstrated ability to build and maintain relationships with host governments, donors, other donor-funded projects and stakeholders, local organizations, and partners. • Experience managing programmatic and financial reporting requirements.• Demonstrated strong commitment to gender equity and diversity.• Fluency in written and spoken English and French
	Desired Experience: Prior experience on PEPFAR-funded programs, specifically in program managementKnowledge of key populations programming
	Button_1: 
	Button_2: 
	Button_3: 
	Level_1: 
	Level_2: 
	Level_3: 
	Problem Solving Comments: The ODTTA will be a leader on the CHAMP Senior Management Team and will work closely with the COP to oversee the management of transition of significant funding to local partners. There will be substantial challenges in supporting local partners to develop the requisite capacity to implement programs at international best practice standards while meeting targets, and effectively monitoring financial expenditures and reporting on program achievements. The position will require substantial problem-solving skills and responsiveness.How to apply? The interested candidates have to send their application to the following email address:  dnpsrecrutement@carefrance.org Deadline of application: 20/08/2019
	Dollar Amount: 
	Responsibility: [CONTRIBUTORY (provides support and contributes to the overall success)]
	Combo Box 12: [Building Effective Teams ]
	Combo Box 14: [Interpersonal Savvy ]
	Combo Box 16: [Timely Decision Making ]
	Combo Box 13: [Conflict Management ]
	Combo Box 15: [Problem Solving ]
	Combo Box 17: [Managing and Measuring Work ]
	Combo Box 18: [Directing Others ]
	Combo Box 19: [Written Communications ]
	Combo Box 20: [Ethics and Values ]
	Next Level Supervisor: CARE USA STA HIV
	Immediate supervisor: Chief of Party
	This Position: ODTTA
	Reporting employee: TBD
	Peer 1: 
	Peer 2: DCOPP
	Peer 3: DCOP Finance and Admin
	Peer 4: 
	Peer 5: 
	Peer 6: 
	Peer 7: 
	Peer 8: 
	Date 1: 
	Date: 


