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POSITION DESCRIPTION:
SECTION A:   Position Context
	Position Title
	Project Manager, PNG (Melbourne based) 12 month position with a high  possibility of extension

	Location
	85 Commercial Road Melbourne

	Effective Date
	January 2019



Purpose:
	The Project Manager will work closely with in-country team members, technical staff as well the finance and administration team to ensure the effective implementation of a suite of activities.  
They will be part of an experienced team of project managers based in Melbourne.  The role will coordinate personnel deployment to PNG, monitor implementation progress & financial management, provide logistical and administrative support and respond to emerging risks.  


ECTION B:  Key Responsibility Areas



The key responsibility areas (KRAs) are the major outputs for which the position is responsible and are not a comprehensive statement of the position activities.  
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	Key Responsibility Areas

	1. 
	Project Management & Contract compliance 
	
· Provide project management support to track inputs, progress and outputs against implementation plans and work plans
· Provide coordination support to the implementation of linked Burnet projects and initiatives (including project reporting and tracking).
· Coordinate in-country logistical and administrative support to project staff and contracted advisers. 
· Support the completion of project reports to stakeholders and donors
· Ensure BI policies and donor requirements are integrated into project management and operational systems. 
· Lead development of contracts and contract variations, for relevant approvals.
· Monitor contract compliance and ensure timeliness of contractual outputs and invoices/payments – including donors and contractors.
· Undertake regular monitoring visits, as required, to assist with the implementation and compliance with program/project-level M&E.


	2. 
	Financial coordination & reporting
	
· With support from the finance team, undertake financial monitoring and analysis, including expenditure [budget v actual], budget and forecasting, contractual implications of activity variations; including support other activity leaders as appropriate.
· Oversee financial reporting and invoicing to Donors. 
· Lead audit processes in accordance with donor requirements
· Coordinate project-level budgeting and planning with input from technical staff as needed. 
· Ensure project is in compliance with the Finance Manual and reflects Burnet’s in-country and ongoing obligations.

	3. 
	People management
	· Lead recruitment and mobilisation of consultants including reviewing TORs, appointment processes, contract development & orientation.
· Ensure HR procedures manual for the projects is updated regularly and reflect Burnet and in-country obligations.


	4. 
	Relationship Management
	.
· Establish and enhance strong working relationships with Country Office and relevant technical staff. 
· Establish and enhance strong relationships with key project stakeholders, including development partners and other implementing agencies. 


	5. 
	Security & risk management
	· Ensure Risk Management & Security Plans are in place and updated regularly for in-country activities. 


	6. 
	Occupational Health & Safety
	Refer to the “Burnet OHS responsibilities and roles” document for full details on specific OHS obligations and responsibilities of Employees.


Occupational Health and Safety
The Burnet has a commitment to providing a safe and healthy workplace in accordance with the Occupational Health and Safety Act 2004. All staff are obliged to take all reasonable care to ensure that their actions do not place themselves or others at risk.


SECTION C:  Key Selection Criteria


	Qualifications
	Essential/ Preferable

	1. 
	University degree or relevant experience in international development and/ or research project management
	Desirable



	Experience / Knowledge / Attributes
	

	1. 
	Significant experience in the management and implementation of large development and /or research projects, particularly in PNG.
	Essential

	2. 
	Demonstrated donor experience: review, negotiation and compliance management with Donor contracts, policies and procedures, including project reporting to key stakeholders
	Essential

	3. 
	Excellent knowledge of Australian development sector & global aid architecture
	Essential

	4. 
	Excellent administrative and organizational skills
	Essential

	5. 
	Excellent financial and contract management skills, including budget preparation, monitoring, acquittal and report preparation 
	Essential

	6. 
	Experience in recruitment, contracting and mobilization of consultants and technical advisers
	Essential

	7. 
	Excellent relationship management and communication skills, including clients, counterpart agencies and colleagues within cross-cultural teams in Australia or overseas
	Essential

	8. 
	Demonstrated capacity to work independently exercising strong judgement, decision-making and problem-solving skills.
	Essential

	9. 
	Experience working with monitoring and evaluation frameworks and databases, ideally within a health program
	Desirable

	10. 
	A willingness to travel internationally ( 6-8weeks per year)
	Essential




Other Requirements
Burnet is committed to the safeguarding of children and vulnerable adults and as a consequence we undertake rigorous recruitment and selection processes, including comprehensive reference checking on prospective employees. The successful applicant will also be required to apply for a criminal record check from the Australian Federal Police or a Working with Children Check where applicable as a condition of their employment.

SECTION D: Burnet Overview

Burnet Institute is a leading Australian medical research and public health organisation focused on achieving better health for vulnerable communities in Australia and internationally by accelerating the translation of research, discovery and evidence into sustainable health solutions. The Institute is headquartered in Melbourne with programs that operate across Asia, the Pacific and in Africa.
Burnet’s culture links innovative discovery-oriented research and implementation research with development and humanitarian action. World-class laboratory and field-based research is integrated into multidisciplinary programs aimed at the prevention, detection and treatment of diseases of global significance. This unique approach allows the Institute to make a tangible and sustainable impact on health in both developed and developing countries.
The Institute has three major thematic programs – Disease Elimination, Behaviours and Health Risk, and Maternal and Child Health, and two expansion programs – Healthy Ageing and Health Security.  Staff within these Programs are supported by cross-cutting communities of practice; the disciplines of Life Sciences, Public Health and International Development. 
Further Information:
	For further information, please contact : Anita Cranwell anita.cranwell@burnet.edu.au
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