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	Program Manager Role Description


Position Overview
The Program Manager is responsible for program development and support programs in specific countries across the Pacific.   The Program Manager supports the leadership and management of Rocketship and its operations, staff and programmes. 
Responsibilities and Duties
The key responsibilities and duties of the Program Manager span the following key areas outlined below.

Program Development Tasks 
· Develop capture plans and conduct competitive analysis on upcoming priority proposals and proactively identify new program opportunities;
· Engage in needs assessment for project proposals as necessary;
· Play a leading role in program design
· Manage/coordinate the preparation of funding proposals, including proposal writing and costing efforts
· Program performance management, including establishing performance measures, monitoring and analysis, reporting and meeting program objectives.
· Ensure review process and submission is completed,
· Research and evaluate potential local and international partners for proposal opportunities
· Stakeholder engagement and feeding into project design and implementation 
Program Support Tasks  
· Support the development and monitoring of project timelines, budgets, objectives, and deliverables;
· Communicate with partners/donors on program-related issues; prepare progress reports, situation reports, briefing notes as needed,
· Assist partners in country troubleshoot, prepare work plans and other programmatic deliverables, and provide surge support for project management;
· Supervise programs staff, consultants, etc., as needed. 
· Supporting the Board of Directors, other volunteers and staff, as may be required



The Candidate
To be successful in this role you will have:
· Previous experience, whether voluntary or by paid employment, with international/community development NFP
· Relevant tertiary qualifications in areas of International/Community Development, Public Health, Public Policy or similar
· Experience in policy development and implementation
· Excellent stakeholder management skills
· Sound research skills
· Experience developing and delivering community-based programs

The Program Manager shall, to the extent of their delegated authority and available resources, ensure that Rocketship is protected from any practice, activity, organisational circumstance, or decision that is unlawful, imprudent or which contravenes any Corporation specific or commonly held business or professional ethic.
The Program Manager will work within the scope and direction as set by the Board, with input from various internal and external stakeholders.
The Program Manager will provide appropriate and relevant information to the Board on activities and issues that are of relevance to the operation of Rocketship on a periodic basis, as required by the Board.  The Program Manager shall, to the extent of their capacity and resources, inform and support the Board in fulfilling its fiduciary duties.
Reporting Relationships 
The Program Manager reports directly to the Chief Executive Officer.
Working Relationships
Internal
The Program Manager will maintain close working relationships with the Board of Directors and the corporate volunteer workforce.
Externally
The Program Manager will develop and maintain an extensive network of contacts, including clients, funding bodies, government agencies, peak health bodies, philanthropic community, service providers and other stakeholders as required to achieve Rocketship’s strategic objectives.
Commitment
The Program Manager role requires a commitment of the equivalent of eight (8) hours per week.
The Program Manager may be required to travel from time to time, including internationally.
Disclaimer
As a volunteer, it is important that the incumbent only performs the tasks in this role description or as otherwise authorised, by the Board of Directors, from time to time and obey all reasonable directions and instructions.
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