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JOB DESCRIPTION

Programmes Officer
The job advert contains synthesized information about the role, tasks and requirements. In this document you will find a more detailed outline of what the person is this position is expected to do. Please read it carefully.

PURPOSE OF JOB
The Programmes Officer will be responsible for strengthening the capacities of LGBTI organisations in Europe and Central Asia, namely for translating ILGA-Europe movement-support programmes into activity plans and implementing them in a needs-based and context-informed way. The post holder will do this by monitoring developments, by implementing programmes that combine grant-making with capacity strengthening and learning activities in response to the movement’s needs and strategies, and by contributing to mobilising more expertise and financial resources to support the movement’s work. The post holder will also be responsible for the management of projects, reporting and liaising with funders, developing and maintaining partnerships with civil society actors and other relevant stakeholders. 

REPORTS TO: Programmes Director 
Relationships with colleagues
The ILGA-Europe staff team is composed of 20-22 individuals working in different service areas (teams), with 8 staff devoted to Programmes. We value creative and inclusive approaches to work and management and rely on cross-team work and participation of staff at all levels in the organisation. All staff members have line managers, as well as specific key relationships which are detailed in their job descriptions. They will however also need to work collaboratively with other colleagues in order to achieve their agreed targets and outcomes to the required standards.

MAIN TASKS

Implementation of grant-making programmes

1. To take the lead in planning and implementing grant-making calls in support of the strategies and needs of LGBTI organisations and groups in Europe and Central Asia, in cooperation with other colleagues;

2. To coordinate and develop strong working relationships with grantee partners, including monitoring of grantee projects and providing hands-on support in their implementation;

3. To ensure timely and accurate reporting by grantee partners and by ILGA-Europe;

4. To contribute to fundraising for programmatic work by participating in proposal writing and direct communication with funders.

Strengthening capacity of LGBTI organisations
1. To develop, organise and/ or facilitate capacity strengthening activities for LGBTI organisations and groups, in particular to support them in coordinating and developing strategies for their advocacy work (e.g. thematic events, trainings, coaching, peer learning events, coordinating contributions by external experts and production of online resources)
2. To develop tools and resources (including for ILGA-Europe’s online resource hub) aimed at strengthening the capacities of LGBTI groups and organisations across the region
3. To provide advice and coaching towards LGBTI organisations that are looking to strengthen their capacities in specific areas

4. To facililate LGBTI organisations’ access to individuals and organisations holding specific expertise and skills needed to support their activities and actions at local, national and regional levels
5. To carry out consultation, assessment, and feedback processes as part of your activities to ensure that they are needs-based and context-informed and to take stock of their progress and partners’ experience with them.
Facilitating learning 
1. To develop and implement peer-learning activities between LGBTI groups and organisations, and other initiatives aimed at facilitating knowledge sharing among organisations in the region
2. To carry out documentation of good practices, as deemed relevant and ensure we widely disseminate learning in an accessible and inclusive manner 

3. To support colleagues in planning facilitation of meetings, online spaces and collaborative processes.
General
1. To support the Programmes Director in the monitoring of the effectiveness, efficiency, quality and equality of the programmes team’s work and to bring forward proposals for continuous improvement
2. To be accountable for the achievement of the agreed inputs related to the officer’s portfolios as defined in the annual work programmes 
3. To actively participate as a member of the wider ILGA-Europe team with other employees, volunteers, and Board members in ways that achieve agreed goals and objectives, including to develop a strong working knowledge of all ILGA-Europe programmes, advocacy and fundraising priorities
4. To represent ILGA-Europe at relevant meetings, conferences, etc. and to prepare and give presentations related to the work of ILGA-Europe as required
5. To prepare reports, discussion papers, briefs and other appropriate documents for meetings of the Executive Board, Annual Conference and other internal meetings
6. To provide accurate information for and assist in the preparation of the Annual Report and other reports, funding applications and submissions
7. To assist in the organisation of ILGA-Europe’s annual conference, seminars, meetings and other events, take notes and draft reports on such events as required;
8. To carry out all activities with full regard to ILGA-Europe’s governing policies (i.e. staff manual, financial manual, regranting policy, security policy, equal opportunities policy) 

9. To undertake all duties in compliance with health and safety regulations and legislation
10. To undertake other duties that may be reasonably required from time to time. 
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