Programs and Policy Director
Information Package
· Join a respected humanitarian aid and development agency – Act for
Peace is the international aid and development agency of the
National Council of Churches in Australia
· Senior leadership position with responsibility for our programs and
policy work
· Work with a motivated and experienced team
· Full-time, permanent position
· Location: Sydney CBD
· Salary range: $87,169 - $106,374

Please apply online at https://act-for-peace.workable.com/jobs/513340
You will need to upload a copy of your resume and a covering letter detailing
how you meet the selection criteria with your application.

Applications close: 9am, Monday 10th July.
Interviews will be scheduled for 17th July 2017. Commencement in September
2017 is preferred. Please contact Janet Cousens, +61-0410-676-007 with any
queries. Thank you for your interest in this position.

About Act for Peace
Today, there are more refugees, asylum seekers and displaced people worldwide than at any time
since World War II. That’s more than 65 million people forced to flee their homes to escape conflict
or persecution. We’re also seeing an increase in the severity of natural disaster.
It’s a terrible injustice. And one that we can, and must, overcome.
We believe that when people all over the world work together, big changes really are possible.
That’s why we’ve made it our mission to act in partnership with other passionate people, like you,
across the globe to achieve safety, justice and dignity in communities threatened by conflict and
natural disaster. We don’t think there’s any task more important.
Over the past 67 years our supporters have provided food, shelter, education, healthcare and
training to help the world’s most vulnerable prepare for, cope with and recover from conflict and
disaster.
Together we’re tackling the root causes of injustice, and are building a brighter future for everyone.
We hope that you’ll join us in this vital mission.
OUR VISION: A peaceful world where all people share a safe, just and dignified life.
OUR PURPOSE: We empower passionate people to work together to achieve safety, justice and
dignity in communities threatened by conflict and disaster.
HOW WE WORK:
•

Humanitarian response: When an emergency occurs, we respond fast to give people what
they need most to survive. We’re in for the long-haul too, supporting communities in
protracted crises or affected by natural disaster until they’re able to get back on their feet.
We also work with communities at risk to prepare in advance, which saves lives when
disaster strikes.

•

Long-term development: Lasting change takes time. Your work will enable long-term
development projects that help communities to tackle their own problems – whether that’s
giving girls a brighter future through education, helping farmers grow enough to eat, or
supporting refugees to return home safely after a conflict has ended.

•

Advocacy and campaigns: Together, we mobilise governments and decision-makers to
tackle the root causes of poverty and injustice, not just treat the symptoms. When we come
together and speak with one voice, it sends a clear message that people in power can’t
ignore.

•

Working with partners: We believe local people are best placed to identify the problems
faced by their communities and create solutions that work. So we partner with local
organisations on the ground to achieve change. We’re also part of the ACT Alliance, a global
network of 140 like-minded organisations across 130 countries working together to share
knowledge and resources, speak with a louder voice, and ultimately, achieve greater impact.
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About the Program and Policy Department
The Policy and Programs Department supports partner organisations to increase safety, justice and
dignity in communities threatened by conflict, disaster and displacement. Strategies incorporate
organisational, programmatic and technical capacity building, advocacy, monitoring and evaluation
and donor grant management. Our team pursues an ongoing learning and development focus which
is designed to continue to improve our work. Our work responds to our protection framework and
strong quality and accountability principles.
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About the position
The Policy and Program Director leads and supports the Department to deliver relevant goals of Act
for Peace’s strategic plan. Working with a mobilised and skilled team, he/she influences Act for
Peace’s strategic thinking on program development, implementation, monitoring and innovation, is
responsible for overall management of the Department, and works closely with the Marketing and
Communications Department and external stakeholders to enhance program outcomes and impact.
The Policy and Program Director reports to the Executive Director, and is a member of the Act for
Peace Leadership Team, contributing to whole of Agency development.

Key areas of responsibility
1. Lead design and implementation of Act for Peace’s policy and program strategies (35%)
•

Contribute to the review and development of the Agency strategy, impact and effectiveness,
and adjust Department goals and practices as necessary;

•

Provide leadership and overall coordination for the Department’s contribution to the
Agency’s Strategic Plan;

•

Ensure effective consultation, design, implementation, monitoring and evaluation of Act for
Peace’s humanitarian and development initiatives. Ensure operational plans are in place and
adequately resourced;

•

Determine priorities for future program work. Make recommendations to the Executive
Director regarding program approach, innovations, geographical and technical focus, etc.;

•

Ensure the Department pursues an effective strategy for developing institutional income
opportunities and partnerships which increase resourcing for effectiveness and
sustainability;

•

Ensure the Department pursues and applies research and works with a focus on ongoing
innovation to build relevance and improve outcomes;

•

Where appropriate, ensure the Department engages with policy and program leaders in the
ACT Alliance to support global projects, share resources, and contribute to the Alliance’s
advocacy campaigns;

•

Ensure effective relationships with key stakeholders, notably partners, donors, members of
the ACT Alliance and other consortia/networks.

•

Where appropriate act as spokesperson for the Agency as agreed with the Executive
Director, on issues relating to emergency response, development projects and advocacy
campaigns.

2. Ensure quality, accountability, effectiveness, and compliance (30%)
•

Be accountable to the Executive Director in regards to all aspects of the role;

•

Participate as a member of the Leadership Team, contributing to the overall strategy,
administration and management of the Agency and ensuring integration of activities across
departments;

•

Report on Department progress and activities to the Executive Director, Act for Peace
Leadership Team and Commission/Board as required, including written reports and
attendance at meetings;

4

•

Ensure the Policy and Program Department has in place relevant mechanisms, procedures
and manuals to review and control internal and external accountability requirements;
a. Comply with organisational policies and procedures, manuals, budget and risk
management requirements;
b. Regularly review and maintain program policies and procedures to ensure
compliance with Agency policy, the ACFID Code of Conduct, the Australian
Department of Foreign Affairs and Trade accreditation requirements, ACT
Alliance Membership and other relevant codes of conduct, regulations and
guidelines;

•

Implement risk management strategies that respond to current and anticipated risks in
program activities. Monitor and report any risk related to partner agencies. Manage the
Project Risk Register and ensure partner evaluation is thorough and timely;

•

Develop budgets and monitor and report on income and expenditure throughout the year;

•

Engage with and provide support to the Marketing and Communications Department, as
required.

3. Motivate an innovative and professional team (35%)
•

Help foster a dynamic and inclusive organisational culture with strong team cohesion and
alignment behind strategic objectives;

•

Provide direct support, supervision and regular review of work performance for staff under
direct report, including staff in remote locations;

•

Ensure regular opportunities for two-way feedback, coaching and mentoring;

•

Support professional development of the team through effective learning and development
planning;

•

Ensure that human resource policies and practices are followed and that relevant codes of
conduct are adhered to.

4. Work-health and Safety
•

Identify, assess, prioritise and control risks to the health and safety of staff in and visitors to
your area/s of responsibility in the workplace; and

•

Ensure that staff in your area/s of responsibility are provided with safe work systems and
that the systems are followed by the staff and visitors.

Reports
•

Reports to the Executive Director

•

Currently manages 4 direct staff reports, and a team of 18

•

Responsible for reporting to external stakeholders, including funding bodies.

Key stakeholders
1. Internal: Executive Director, AfP Leadership Team, Policy and Programs Team staff
2. External: Partners, Communities, Donors, Network and Consortia partners, ACT Alliance,
ACFID.
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Success measures
1. The Policy and Programs Department excels in achieving the program, policy, partnership,
resourcing and institutional grant requirements to meet our Agency goal.
2. Policy and Programs Department staff are motivated, well-resourced, and work in a cohesive
manner enjoying a strong sense of trust in an environment where mutual respect, transparency
and staff relationships flourish.
3. The Policy and Programs Department engage with other members of Act for Peace in a manner
which recognizes their expertise, and that together we contribute to the whole of our success.
4. The Policy and Programs Department takes leadership in developing, and adheres to relevant
policies and procedures supported by effective mechanisms.
5. Active and respectful engagement with the AfP Leadership Team.
6. Policy and Program’s Department team members are recognized by external stakeholders as
professional and as leaders in their area of work.
7. The Policy and Programs Director maintains effective performance under pressure; ability to
handle stress in a manner consistent with the organisation’s values; managing own personal
growth and professional development continuously, adapting to change.
Selection criteria
•

Leadership: ability to lead with vision;

•

Collaboration: ensuring a collaborative approach to teamwork;

•

Management: ensuring the Department has effective policies, procedures and mechanisms
in place to ensure accountability and value for money;

•

Solutions focused: ensuring challenges are addressed with a positive approach to securing
solutions;

•

Resourcefulness: planning and engaging with stakeholders to increase resources;

•

Innovation: stimulating ideas, engaging in new ways of working to increase outcomes;

•

Administration: excellent attention to detail in administrative matters, increasing
accountability.

Qualifications and experience required
•

Tertiary qualifications in a relevant discipline, preferably at post-graduate level;

•

Demonstrated capacity to provide strategic leadership and oversee a portfolio of complex
partnerships, programs and advocacy initiatives supporting conflict, disaster and
displacement-effected communities;

•

Current, in-depth knowledge of international development and humanitarian issues, trends
and practices, including specific understanding of protection and resilience approaches;

•

Substantial experience in leading and supporting the design and implementation of
community based humanitarian and development programs and policies;
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•

Experience in the development and implementation of local, regional or global advocacy
initiatives;

•

Demonstrated ability to manage senior staff and collaborative task-teams whilst fostering
creativity and practical innovation to enhance program outcomes;

•

Sound track record in ensuring organisational effectiveness, quality and accountability in all
aspects of program, administration and finance including compliance with Agency and donor
requirements, humanitarian principles and standards;

•

Demonstrated resource mobilisation and management skills including demonstrated
experience in successful grants application and management and the formation of
partnerships to enhance strategic outcomes;

•

Strong planning, change-management and coordination skills;

•

Capacity to build and maintain strong collaborative working relationships with key
stakeholders, including staff, field-based program partners, institutional donors, networks
and alliances.

•

Strong capacity with IT and ability to adapt to new systems.

Additional requirements
•

Eligibility to work in Australia;

•

Commitment to the values of Act for Peace;

•

Commitment to abide by the principles, policies and codes of conduct of Act for Peace;

•

Establish positive, collaborative relationships with Act for Peace staff and teams;

•

Capacity to undertake intermittent international and interstate travel and work outside
standard business hours;

•

Abide by industry norms – as set out in the Act for Peace accountability framework;

•

Act for Peace takes child protection seriously. As part of our Child Protection Policy,
employment is conditional upon the outcome of an Australian Federal Police background
check, as well as an equivalent police background check for any country in which the
applicant has lived for more than 12 months during the last five years. For the full Child
Protection Policy and Code of Conduct please see:
www.actforpeace.org.au/About_Us/Our_Policies/Our_Policies1.aspx;

•

Commitment to Act for Peace requirements, including attendance at staff and Leadership
meetings; completion of all administration, finance and operational reporting requirements
as per policy and/or line managers directive, adherence to program, HR and finance policies
and procedures;

•

Respect for a multicultural and multi-talented workforce.

Act for Peace is a non-discriminatory equal opportunity employer
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