Job Decription for Execuitive Director cum Grants Manager
Position: Executive Director cum Grants Manager
Reporting to: Executive Board Representative (EBR) 
The Executive Director cum Grants Manager leads the organisation’s organizational development, resource hunting, quality control and effective planning. This position reports directly to the Tuki executive board /representative and funding partners. Specific roles include, but not limited to as follows:  
Setting up and advancing organizational strategies and approaches:

· Support the Project heads and Admin/Finance officials to develop or advance the administrative, financial and program related frameworks (plans/milestone/monitoring tools including result frameworks of programmes, staff evaluation, and capacity development plans, Admin/Financial system of operation, grievance handling and communication) in line with the organizational strategy. 
· In line with the organizational strategy and with the support of the project heads and the admin/finance officials develop the resources plans and initiate at least a yearly review/assessment.

Organizational Development and Management: 

· Support project heads to ensure that the frameworks are implemented effectively and relevant managers are following up the yearly plans. Whenever needed, facilitate for an effective implementation, timely delivery and excellent results of the operational, administrative and financial management frameworks. 
· With the support of the Project heads and Admin/Finance staff, develop a yearly Capacity Development (CD) plan and support the line managers to carryout participatory performance assessment/appraisal and facilitate team members to build their capacity to carryout effectively the assigned task/career development. 

· Prepare organisational development progress/updates on monthly and quarterly basis for the board meeting and ensure that the relevant board decisions are executed and reported.


Program development and quality management: 

· Provide guidance and support to the execuitive board/representative and project heads on the strategic plans and frameworks, past experience/learning and innovations.

· Support Project heads to establish an overall programme monitoring and evaluation framework; ensure their effective implementation and review at least twice a year and provide inputs as well as the required support. 

· Support Project heads and finance staff to ensure that the projects are delivering the expected results as per the quality standards and within the stipulated time; compliance tracking and internal control system are in place and followed up regularly. 

Fund Raising and Documentation:  

· Follow up on quarterly basis for an effective implementation of the resources generation strategy/plan to support the organizations programs and campaigns.  

· Support project heads to ensure that the programme outcomes are systematically documented / archived / assessed and the project achievements are contributing to the strategic/program priorities.  

· Explore/identify new sources of grants.

· Develop EoI and proposals and approach to funding agencies and partners on regular and on-call basis. 

· Ensure effective and periodic evaluation of the resource management plans

Communication and Coordination: 

· Ensure that the organizational achievements are timely disseminated through the electronic media. Organise meetings with stakeholders to share the organization’s excellence and expand the organizational profile.   

· Editing to ensure coherent dissemination of all outgoing Tuki's materials including proposals, publications and electronic means. 
· Establish and maintain effective internel and external communication channel as required 

Other Duties and Activities 

· Perform any other tasks assigned by the Tuki Execuitive Board/Representative.
