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JOB DESCRIPTION

Position:
Grant Officer 
Reports to:  
Project Executant
Supervises:
N/A
Duty Station: 
Maputo, WWF Mozambique Country Office
I. Mission of the Mozambique Office: To ensure a high performing WWF Country Office with efficient operating systems, professional and skilled staff, and strong financial resources, delivering conservation impact on issues and in places that are key for WWF’s Network Initiatives and other global conservation priorities.

II. Functions
All functions, responsibilities and deliverables should be fulfilled working under the leadership and guidance of project executant while articulating with the WWF Mozambique Country Office (MCO) teams, the Government of Mozambique, the Civil Society Organizations, the private sector and other key stakeholders. 

A. Major functions:
1. The Grant Officer (GRO) will support and advise the conservation manager and project executant and his/her team in developing and implementing strategic documents for strengthening of policies and institutions managing natural resources at all levels (national, regional, district,  local and community) with all sectors of society (Government, civil society, the private sector). More specifically, the GRO will provide support and advisory services relating to Grant management processes, policy, institutional strengthening, engagement of civil society and the private sector working on the forest sector. Finally, the GRO will support the MCO in the implementation of the project on “Forest Governance: the urgency of the moment in Mozambique”.
2. Manages and implements WWF support to the execution of the component of civil society organizations in collaboration with private sector and private sector. 

3. Develops and manages activities that promote strengthening of Civil Society Organisations and media in close coordination with key stakeholders such as private sector e Government. 

4. Supports and assists high level policy engagement with Government, donors, civil society, private sector and academia on all aspects of WWF programmes in Mozambique.
5. Ensures the implementation of the grant management standards in strong alignment and coordination with the conservation program in Mozambique. 
.
B. Major Duties and Responsibilities:
1. Policy and Legal Framework

1.1. Supports the project executant in the development and delivery of the Country strategy;
1.2. Facilitates dialogue and engagement with key and strategic partners namely CSOs and Media; 
1.3. Provides support and advice to the Country Director, as appropriate, with regard to national, regional and international policy formulation on grant management 
1.4. In close collaboration with the finance manager and the finance analyst ensures that the culture and good practices of grant administration and management are adopted including planning and design; allocation, monitoring and evaluation. 
1.5. Prepares required policy, technical and briefing papers for the MCO and the WWF Network where requested/necessary;
1.6. Ensures timely technical reporting to donors, the project executant, conservation manager and all relevant parts of the WWF Network, as required and according to agreed standards;
2.  Grant Officer
The tasks to be performed by the Grant officer include the following: 
2.1. Align the goals of each grant with the core mission of WWF

2.2. Establish systems and procedures to ensure proper management and accountability for the grants

2.3. Develop comprehensive qualitative and quantitative performance measures and indicators to be used for monitoring and evaluation during the life cycle of the grant

2.4. Develop an risk assessment process to grantees and ensure that grant recipients establish strong internal control systems

2.5. Develop and implement model reporting that is consistent with the WWF grant management standards
2.6.  Ensure effective implementation of the grant cycle, namely conceptualisation, solicitation of applicants and determination of eligibility, selection and award approval, monitoring and evaluation 
2.7. Evaluate, align, improve, and consolidate grantee performance information to improve WWF visibility to inform agency decision-making and improve outcomes
2.8. Direct day-to-day monitoring of award activity to ensure expenses are in compliance with WWF standards and requirements 

2.9. Manage and track expenses on awards including changes to personnel and projections 

2.10. Reconcile all projects monthly and make corrections to charges as needed 

2.11. Produce monthly/quarterly reconciliations and financial reports including forecasting future expenses 

2.12. Meet with Grantees monthly/quarterly to review financial reports, communicate status of requested changes, gather input on projections, and offer suggestions as needed 
2.13. Prepare and submit financial reconciliations for project year end and final financial reporting to the donor as required by terms of award 
2.14. Coordinate with Administration and finance staff on the resolution of Accounts Payable and Personnel/Payroll discrepancies as they relate to Forest Governance in Mozambique: the urgency of the moment 
2.15. Collaborate with counterparts in other departments, as well as others across the WWF to manage awards (i.e. Controller's Office, Central Purchasing, Gifts and Endowment Office, etc.)
2.16. Support and assist the Government of Mozambique and CSOs on the creation of a multi-sector platform for transparency, inclusive decision making on Forest Governance;
2.17. Liaise with relevant government agencies, and all project partners, including NGOs for effective coordination of project activities;
2.18. Assist in procurement and recruitment processes;
2.19. Supervise and coordinate the work of all consultants and sub-grantees;
2.20. Assist relevant partners and stakeholders with development of essential skills through training workshops and on job training, thereby upgrading their institutional capabilities;
2.21. Advise  government counterparts on applicable administrative procedures and ensure their proper implementation; 
2.22. Prepare progress reports and ensure that are submitted timely.
2.23. Perform such other duties as may be assigned. 
2.24. Plan, organize, write, submit, and follow-up with grant applications
2.25. Ensure a transparent process for the entire grant life cycle, from request to close. This entails pre-award management, tracking payments, reviewing or producing relevant reports, monitoring and post-award management 
2.26. Manage the review of funding requests for completeness, eligibility, and ensures compliance with WWF and Sida Standards
2.27. Conduct the due diligence that is required in the decision-making process, ensuring consistent application of standards and internal requirements

2.28. Maintain accurate and current data in grants management system, including contact updates, weekly activities/site visits, and grant cycle information; Set up and monitor grant payments and reporting schedule 

2.29. Respond as appropriate field questions from organizations regarding the grant process; or refer to program officers 
2.30. Manage communications with grantees and applicants, where appropriate on technical support and compliance-related information 
2.31. In coordination with program team, help to shape standards and deadlines for proposals, including required documents, and fields to be added / tracked in grants management system 
2.32. Analyse systems for tracking grant data and make recommendations to improve grant making and to contribute to the team’s learning and evaluation efforts 
2.33. Provide grants management support to senior management and program staff regarding grants administration process, compliance, and data analysis 
2.34. Conduct research into compliance issues as they arise
2.35. Maintain annual grants management calendar. Schedule and track relevant deadlines 
2.36. Maintain relevant electronic and paper records. Conduct periodic audits to ensure quality and completeness of data entered 

IV. Profile
Required Qualifications
· Minimum of 3 years professional experience in a grants management related role, preferably with non-profit Organisation 
· Knowledge of rules and regulations applicable to NGOs, foundations
· Organizational skills and detail-oriented with attention to accuracy, deadlines and ability to prioritize

· Keen analytical and critical thinking skills; an eye towards system improvements

· Proficiency with Microsoft Office and experience with grants management systems
· Demonstrated ability to find solutions and strengthen processes and practices for maximum impact

· Strong partner orientation, particularly when working with grantees. Comfort to interact respectfully with people of diverse backgrounds, perspectives, and cultures

· Ability to work in an open and collaborative work environment

· Self-starter who is adaptable and comfortable taking chances and learning from mistakes

· Results-oriented with the ability to set and follow realistic goals and objectives

· Flexibility to adapt when faced with changing needs and priorities

· Strong skills in project planning, financing, management, implementation, and evaluation of projects;

· Experience working with government and with donors / government aid agencies;

· Negotiation, influencing, and media relation skills at all levels;
· Excellent inter-personal skills, including the ability to develop and maintain strong relationships at all levels, including with local communities, government agencies, the not-for-profit sector, and the scientific community;

· Excellent oral and written communications skills in English and  Portuguese; and

· Adherence to WWF’s values, which are: Knowledgeable, Optimistic, Determined and Engaging.

V. Working Relationships
Internal:  Interacts and works closely and on a regular basis with the Project Executant and the Conservation manager as well as project implementation personnel in general and project leaders in particular, both in Maputo and in the field.
.
External:  Interacts with national governmental institutions, non-governmental organisations, academic institutions, the private sector, the media, donors, specialists / consultants, and other stakeholders, in collaboration with the project executant.
Terms and Benefits:

an attractive remuneration package depending on qualifications and experience will be offered to the successful candidate.

Applications must include a complete CV with full contact details of three referees and should be addressed to the Human resources, via email to: rhumanos@wwf.org.mz by Friday, 20th January 2015 at 4:30 pm. Only the shortlisted candidates will be contacted and the interviews will take place in Maputo. 
