Position Description

	Latin America and the Caribbean Humanitarian Coordinator
	 FORMCHECKBOX 

	New
	     

	
	 FORMCHECKBOX 

	Revised
	

	
	 FORMCHECKBOX 

	No change
	

	Position Title
	
	Grade
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	RMU/Latin America and the Caribbean

	This is a position with a national contract in one of these countries: Haiti, Honduras, Ecuador and Guatemala

	     
	     

	Incumbent’s Name (if applicable)
	Date Submitted to HR


	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 and “Working Conditions” section, will appear in the CARE Job Newsletter, so please describe fully.

At CARE, we seek a world of hope, tolerance and social justice, where poverty has been overcome and people live with dignity and security.  CARE is a global leader in the movement to eradicate poverty, putting women and girls in the center of our work. In 2016, CARE worked in 94 countries and reached 80 million people with an incredible range of life-saving programs. We seek dynamic, innovative thinkers to further our mission. If you share our core beliefs: poverty is an injustice; poverty is solvable; and together, we have the power to end it, join us.
CARE in Latin America is seeking an emergency coordinator who will provide leadership, advice and support in the region to ensure that CARE and its partners are both ready and able to respond in a timely, proportionate, and professionally competent manner to humanitarian emergencies, wherever and whenever they occur in the region, as well as provide capacity building within the region. The humanitarian coordinator is expected to coordinate with COs and members in the region, the CARE USA Humanitarian Team and with other CI members and to advocate for sound humanitarian responses to the ongoing and unexpected crises and to contribute to the regional strategy in general.

	The LAC Emergency Coordinator provides support to CARE on emergency preparedness and response as follows:

· Design and lead the implementation of CARE’s humanitarian strategy in LAC with focus on gender in emergencies

· Monitor the Humanitarian situation in LAC

· Develop partnerships in different countries to support CARE emergency response work with others
· Facilitate / lead the Emergency Preparedness process in each CO, and regionally through partners
· During a humanitarian crisis, take part in the decision making process for potential response and support CO to develop strategy responses and donor proposals
· Monitor and support Humanitarian responses through regular field visit and CI reporting tools making sure Cos have the capacity and M&E and accountability systems in place.
· Engage with COs undertaking humanitarian responses to understand their challenges and help them to address these challenges and deliver on their humanitarian commitments. 



	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.

Employees who supervise other regular employees on a continuous basis should have Staff Management as the number one Job Responsibility.  Full supervision includes: performance management, hiring, terminating, developing and coaching the employee in the course of his/her duties.  The general rule of thumb for percentage of time for management of others is 5% per direct report.  Example: If a supervisor has six direct reports then at least 30% of his/her job should be allocated to supervising those employees.


	Job Responsibility #1

Humanitarian Strategy
	20%



	· Design and lead, in coordination with CARE offices, members, secretariat and Humanitarian Teams CARE’s humanitarian strategy in LAC with focus on gender in emergencies

· Support the region in the analysis of humanitarian trends through the provision of research and data/risk analysis tools, providing regional oversight of humanitarian research, data, trends and conditions and building in coordination with others future risk scenarios at regional and subregional levels.
· Lead the scanning of the regional operating environment to identify potential partnerships with local and international institutions (including the private sector) to allow CARE’s response in an efficient manner; maintain and monitor the partnerships established
· Lead on the due diligence and relationship building process and forge standing agreements that allow for operationalizing humanitarian response, including its scale-up both in countries where CARE is present via country offices and in non-presence countries
· Collaborate with LACRMU and CI in the development of humanitarian policy and advocacy strategy and content;


	

	Job Responsibility #2

Emergency preparedness
	20%

	· Lead the development, review and implementation of the regional emergency preparedness plan in close liaison with country offices, partners, CARE members, CARE Secretariat and CARE USA EPP Manager;
· Give the necessary support and ensure that all the COs with medium to high risks levels have up to date Emergency Preparedness Plans and that they follow up on the minimum preparedness actions as per the CI EPP guidelines;

· Coordinate training sessions and workshops in order to achieve the objectives set in the emergency preparedness plan, especially to provide staff and partners with training and leadership on contingency planning and emergency response;

· In coordination with the LACRMU, CARE USA and CEG lead preparedness for CARE in non presence countries within the region.

	% of time

	Job Responsibility #2
	15%

	Partnerships, networking and coordination
· Represent CARE in regional forums and meetings in the humanitarian area including with regional entities, UN humanitarian agencies, other NGOs, partners, region-based emergency donors, inter-agency working groups etc., and coordinate with CEG and CI members as appropriate.   Inform CO’s, CEG and Lead Members on a regular basis on regional meetings, forums and also on advocacy initiatives and opportunities.

· Liaise with CARE Member Partners, CARE International, technical areas and lead members to ensure coordination and support to the region, members and country offices in emergency response and preparedness.
· Network and partner to support the regional resource mobilization efforts for emergency response priorities, in coordination with LAC’s Regional Strategic Partnership Director

	% of time

	Job Responsibility #3
	15%

	Humanitarian Response 
· Be ready for deployment on short notice upon request from a CO, in coordination with LACRMU and abiding to existing guidelines;

· Coordinate with COs, LACRMU and other CI members to support COs affected by disasters; ensure that COs have the required support and are meeting their targets commitment as per their emergency response strategies. 

· In emergencies, work with the country offices and regional units to ensure that CARE or partners have the necessary capacity to meet the management, logistical and technical requirements of any humanitarian program undertaken

· Monitor the performance of CARE offices undertaking large emergency responses and escalate any issues that impede their ability to meet their commitments. 

· Collaborate with LACRMU and CARE USA in developing and maintaining efficient and effective regional Emergency Rosters to support COs responses 

· Contribute to the implementation of the intervention strategy in countries with no CARE presence.

· Collaborate with CEG to ensure key protocols are understood and followed during an emergency – (information management, CI ERF, RED roster, alerts and sitreps, CCG etc).


	% of time

	Job Responsibility #4
	25%

	Program Quality 
· Ensure that CARE’s humanitarian work in the region adheres to relevant policy commitments and minimum standards and to promote these, including:

· CARE’s Gender in Emergency framework

· The SPHERE Humanitarian Charter and Minimum Standards; Humanitarian Principles, the Code of Conduct for Red Cross and Red Crescent Movement and NGOs in disaster response; CARE’s humanitarian procedures; CARE’s PSEA.
· For each Humanitarian project, ensure that the CO use the appropriate monitoring, learning systems in line with CI standards.

· For each Humanitarian project ensure the CARE Humanitarian Accountability Framework is in place.

· For each Humanitarian project ensure Gender focus in all that we do, providing advice to accomplish the gender action plans and ensure quality programming in our core sectors using a gender lens
· Provide guidance and leadership in After Action Review exercises, make recommendations to address identified challenges and follow up on their implementation 

· Make recommendations and follow up their implementation.
· Promote systematic program review/evaluation to ensure that lessons learnt are documented and shared for cross-program learning in the region and inform future responses, through adequate dissemination and inclusion in potential training.


	% of time

	Job Responsibility #5
	5%

	Perform other duties as assigned.

	% of time


	Problem Solving

There are three levels of problem-solving:  1) What has to be done and how to do it are clearly defined, and the incumbent will face identical or similar problems on a regular basis; 2) What has to be done is known, but how to do it is not defined.  The incumbent must use interpolative skills to pick and choose the right strategy to address a given problem; and 3) Why things are done is known, but what has to be done and how to do it are not defined.  Situations are variable and the incumbent’s response will involve analysis, problem definition, development of alternatives, and making recommendations.  He or she will face and address problems that are typically non-recurring.

Please indicate which of the above levels of problem-solving this position will face, and why the position falls into that category.
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	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.

	Education/Training

e.g. high school diploma; college degree (specify major/minor); specialty (CPA, Midwife, etc.).  Include the following phrase when possible: “or equivalent combination of education and work experience”

	Required

	· University degree, or relevant combination of qualifications and experience, in a relevant field
· Training in Disasters Preparedness/Emergency Response; 

	Desired

	· Master’s degree in social sciences, humanitarian policy, program management, etc.;


	Experience

Number of months/ years of previous professional experience in a similar position

	Required

	· At minimum 5 years experience in humanitarian preparedness, risk reduction and response

· Experience and knowledge of the region. 
· Experience in programme design, management, implementation, monitoring and evaluation, including SPHERE standards, donor relations, security and protection considerations
· 

	Desired

· Demonstrable experience of policy development in relation to humanitarian response work;

	

	Technical Skills

Examples:  languages; planning; budgeting; word-processing, basic accounting; advanced written communications; presentations; fundraising; training/facilitation, etc.:

	Required

	· Excellent training, coaching and mentoring skills

· High level of writing and communication skills

· Willingness to spend high proportion of time travelling away from home (approx 50%) and be deployed with limited notice period.
· Language skills: English, Spanish
· Demonstrable skills in gender analysis in humanitarian response or preparedness programming, and a clear understanding of the practical significance of gender issues in humanitarian environment;
· Demonstrated facilitation and coaching skills;
· Demonstrated ability to think strategically, a high level of analytical skills;
· Excellent interpersonal/team skills, and an ability to work independently;
· Ability to manage competing demands and produce results under pressure;
· Demonstrated commitment to equal opportunities, including gender equity;
· Willingness and ability to travel frequently;
· Fluent Spanish and English, both written and spoken.

	Desired

	· Language skills: French


	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.  

	Respect

Integrity

Diversity

Excellence

Resilience,

Adaptability

Ability to self-manage 



	Freedom to Act / Impact 

Please select the level of responsibility/contribution:

 FORMCHECKBOX 
  PRIME (takes full and total responsibility)

 FORMCHECKBOX 
  CONTRIBUTORY (provides support and contributes to the overall success)

 FORMCHECKBOX 
  ANCILLARY (provides support but contributes indirectly to the overall success?  


	Contacts/Key Relationships

List the primary external and internal relationships, which the employee is expected to maintain. Briefly state the purpose of these interactions (including any significant committee involvement) and title of the contact person/people.

	
	Position Title
	Relationship Purpose

	Internal:
	Regional Director LAC
	Definition of priority for the region, regular reporting on progress and action planning

	
	CO Emergency focal point
	Collaboration on CO Emergency Preparedness and Response activities 

	
	CARE USA Humanitarian Team
	     

	External:
	CARE Emergency Group and RHCs
	     

	
	Core Sectors’ Specialists
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