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INTERNATIONAL PROGRAMS
                                ROLE PROFILE	

	Senior Officer – Communications and Knowledge Management

	TEAM/PROGRAMME: Humanitarian 
	LOCATION: Dhaka

	GRADE: 4
	CONTRACT LENGTH: Regular

	CHILD SAFEGUARDING: 
Level 1:  the role holder will not have contact with children and/or young people, or access to personal data about children or young people, as part of their work; therefore, a police check will not be mandatory unless the content or location of the role changes, in which case the Child Safeguarding level will be reviewed.

	ROLE PURPOSE: 

[bookmark: _Hlk115097631]The Senior Officer – Communications and Knowledge Management will be responsible to develop and roll out framework for knowledge management for the project. S/he will need to demonstrate technical and practical knowledge on documentation and knowledge management and will be responsible to provide technical support to the implementing partner to capture learnings from the field. S/he will also lead the process of capturing evidence and develop different knowledge materials and reports based on the project interventions. This position will involve providing technical and operational support to different advocacy components under the project in collaboration with implementing partner. S/he will also work closely with government bodies, stakeholders and civil society organizations (CSOs) under advocacy and campaign aspects. S/he will be responsible to keep all the project related documents, records and data ready to deliver as and when those need. The position will additionally require knowledge on community resilience building, working knowledge of climate change adaptation, locally led adaptation training, nature-based solutions, and experience of working with youth-based organizations to promote climate action with evidence. The person will also be programme focal to coordinate with SCI’s ACCM sector for development & dissemination of knowledge materials as well as designing and implementing different climate campaigns. S/he will also be Gender Equity and Social Inclusion focal point and will support to ensure an inclusive approach in the project.



	SCOPE OF ROLE: 
Reports to: Manager – Resilience and Climate Change
Staff reporting to this post: 
Direct: 0
Indirect: 0
Budget Responsibilities: Yes
Role Dimensions: This position will based Dhaka with at least 10% field visit. S/he will work closely work with BDCO counterparts, national government stakeholders and partner organization/s.


	KEY AREAS OF ACCOUNTABILITY 

A. Planning and Management  
· Work closely with implementing partner for implementing knowledge management plan and advocacy initiatives
· Lead the process to ensure child safeguarding and inclusive (GESI) components in programme implementation
· Support team in children and youth engagement initiatives
· Support the development of detailed activity plans and budget
· Support development of DIP as per set quality standard
· Support planning and implementation of advocacy initiatives
· Support knowledge management, evidence collection and reporting

B. Coordination & Representation
· Coordinate with multi-stakeholder networks and alliances
· Actively participate regular donor collaboration for regular progress and update sharing
· Support regarding approval and reporting to NGOAB
· Ensure wider group of stakeholder management
· Maintain close liaison with senior management of the implementing partner in connection with appropriate and timely implementation of the program
· Maintain liaison with and represent SC in global community of practices and technical working groups

C. Documentation and Knowledge Management
· Undertake regular field visits and assist implementing partner for smooth knowledge management
· Increased field engagement for capturing first hand stories from the ground.
· Make plan for dissemination of lessons learnt from the field.
· Capture and document best practices and lesson learnt and share to social media platforms.
· Support development of the resilience and CCA concept notes, and develop infographic and policy brief.
· Pitch new and innovative ideas for knowledge management and dissemination.
· Support donor reporting with relevant annex documents.

D. Capacity Development of the Implementing Partner
· Orient/facilitate the implementing partners on the KM strategy and approach.
· Train the implementing staff of local partner on documentation and knowledge management.
· Provide technical support to the field teams to generate evidence from the fields.
· Arrange knowledge sharing sessions for sectoral team and partner staff on different development and technical issues.

E. General:
· Participate in meetings, trainings, seminars, and workshops as required by the program and organization
· Participate in the GO/NGO coordination meetings at different levels as per need
· Represent SCI as required
· Be prepared to join SCI humanitarian response to natural disaster or emergency situation anywhere in Bangladesh
· Carry out any other tasks assigned by the supervisor.


	BEHAVIOURS (Values in Practice)
Accountability:
· holds self accountable for making decisions, managing resources efficiently, achieving and role modelling SC values
· holds the team and partners accountable to deliver on their responsibilities - giving them the freedom to deliver in the best way they see fit, providing the necessary development to improve performance and applying appropriate consequences when results are not achieved.
Ambition:
· sets ambitious and challenging goals for themselves and their team, takes responsibility for their own personal development and encourages their team to do the same
· widely shares their personal vision for Save the Children, engages and motivates others
· future orientated, thinks strategically and on a global scale.
Collaboration:
· builds and maintains effective relationships, with their team, colleagues, Members and external partners and supporters
· values diversity, sees it as a source of competitive strength
· approachable, good listener, easy to talk to.
Creativity:
· develops and encourages new and innovative solutions
· willing to take disciplined risks.
Integrity:
· honest, encourages openness and transparency; demonstrates highest levels of integrity


	QUALIFICATIONS  
[bookmark: _Hlk115097748]Academic: Masters Degree in relevant discipline, preferably in Development Studies, Climate Change or English.


	EXPERIENCE AND SKILLS

ESSENTIAL
[bookmark: _Hlk115097711]
Working Experience: At least 5 years of working experience on communication and knowledge management with preferably 5 years of exposure of implementing community resilience and climate change components. Experience to working with implementing partners, academic, technical and research institutions is essential. The position should have the experience of children and youth engagement in resilience and climate change programming. S/he must have the capacity to coordinate and collaborate effectively with national government counterparts and local government bodies to plan and support partner and national level advocacy initiaitves. Experience with SC resilience programme will have added preference.

Job related knowledge: The potential candidate should have knowledge on Bangladesh climate change context, climate concepts such as Locally-Led Adaptation (LLA) and Nature Based Solution (NBS), community based and institutional risk assessment tools, global policies and practices and relevant programs. Need to have clear understanding of CDM business model in drinking water field (piloted by Glory & Tech in Bangladesh). Knowledge and experience on Gender Equity and Social Inclusion is preferred.

Skills:  Excellent skills in program planning, coordinating, representing, partnership management and staff management, appropriate computer proficiency in Microsoft Word, Excel and PowerPoint, and agreement to spend at least 10% of time in the field are essential requirements.

· Leading and inspiring others
· Delivering results
· Problem solving and decision making
· Innovating and adapting
· Working effectively with others
· Networking

DESIRABLE
Professional certificates:  

Attributes: Ability to lead and Inspire others, problem solving and decision making skills, ready to take new challenge, a good team player. Excellent communication and negotiation skills, is supportive and non-judgmental, self-aware, has drive for results.


	Additional job responsibilities
The duties and responsibilities as set out above are not exhaustive and the role holder may be required to carry out additional duties within reasonableness of their level of skills and experience.

	Equal Opportunities 
The role holder is required to carry out the duties in accordance with the SCI Equal Opportunities and Diversity policies and procedures.

	Child Safeguarding:
We need to keep children safe so our selection process, which includes rigorous background checks, reflects our commitment to the protection of children from abuse.

	Safeguarding our Staff:
The post holder is required to carry out the duties in accordance with the SCI anti-harassment policy.

	Health and Safety
The role holder is required to carry out the duties in accordance with SCI Health and Safety policies and procedures.
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