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Job description 

 

 

 

Job title Programme & Operations Officer  

Programme Women’s Integrated Sexual Health (WISH2ACTION) 

Location Tanzania  

Reporting to WISH Tanzania National Ownership Lead 

Responsible for N/A 

Liaison with 

• Options London: Programme Management & Finance Teams 

• Finance & Administration Manager for Tanzania 

• The Tanzania workstream leads for National Ownership (NO), Health 
Financing, Policy & Planning and Evidence & Accountability  

• Regional Finance & Admin Manager in Nairobi  

Hours Full time, 35 hours per week 

Type of contract Fixed Term up to August 2021 

Organisation 

Options Consultancy Services Limited was established in 1992 and is a wholly owned subsidiary of Marie 
Stopes International. We are a consultancy organisation providing technical and management expertise in 
the health and social sectors to governments and international development partners to transform the 
health of women and children. We provide information, expertise and influence to governments, health 
workers, NGOs and businesses to catalyse change so that health services can be accessed by the people 
who need them most. 

WISH Consortium and Options 

DFID’s Women’s Integrated Sexual Health (WISH) programme (Lot 2) will provide approximately £132m to 
deliver integrated sexual and reproductive health and rights (SRHR) services in 13 countries in Africa and 3 
in Asia. The WISH programme builds on previous successful initiatives supported by DFID and others to 
expand sexual and reproductive health care services and support countries which have made FP2020 
commitments to achieve them. The programme is expected to ensure that women are able to safely plan 
their pregnancies and improve their sexual and reproductive health, particularly the young and 
marginalised. 
 
The programme will increase access to family planning and integrated sexual and reproductive health 
services for women, men and young people across Africa and Asia through a combination of: (i) rights-
based provision of private sector sexual and reproductive health information and services, and 
strengthening of public sector health information and services; (ii) addressing barriers to family planning 
uptake at individual, interpersonal, community and institutional level; and (iii) improving policies, 
government financing and commodity security to create an enabling environment for family planning and 
sexual and reproductive health and rights. 
 
The programme is designed to contribute to the following four outputs: 1) Community/individual choice: 
people have the knowledge and community support to make informed SRHR decisions and advocate for 
quality services; 2) National Ownership: improved policies, government financing, commodity security and 
public sector SRHR capacity and services; 3) Private Sector Access: access to quality, voluntary FP and 
other SRH services, eliminating barriers for young and marginalised women; and 4) Global Goods: 
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evidence-based innovations and practice shared globally to increase women’s choice and access to SRHR 
services. 
 
WISH2ACTION is led by the International Planned Parenthood Foundation (IPPF) with the following 
consortium partners: Options (national ownership lead); Marie Stopes International (service delivery 
partner); International Rescue Committee (service delivery partner); Development Media International 
(social norm and behaviour change lead) and Handicap International (inclusion of disabilities). 
 
Options’ approach to National Ownership is to support governments to prioritise SRHR in domestic 
financing, and to develop and implement evidence-based policies and plans to meet commitments that 
create an enabling environment for SRHR and address the unmet need for SRHR, particularly among the 
poor, youth under 20, and people with disability. The following results will help achieve stronger national 
ownership for SRHR: 
 

▪ Evidence-based culture within national and sub-national governments that use data to drive legal, 
financial, policy and quality of care decisions and actions.  

▪ Strengthened legal, financial, policy and quality of care demonstrated through leadership by 
national and sub-national governments. 

▪ Functional and sustainable accountability systems that track SRHR commitments and key 
indicators, and use this evidence to hold leaders to account. 

Main purpose of job  

The Programme and Operations Officer is based in Tanzania. They will work closely with the National 
Ownership (NO) Lead, the Evidence and Accountability Advisor, the Policy and Planning Advisor and 
Health Financing Advisor in Tanzania and provide support in key programmatic areas as requested. In 
supporting the management of the programme, the position will have a close working relationship with the 
Finance & Administration Manager to ensure high quality financial management of the programme. Liaison 
and support is provided by the Options Programme Management & Finance Teams in London and the 
regional Finance & Admin team based in Nairobi. 

The position holder is responsible for supporting the NO Lead and workstream leads to ensure that the 
WISH Tanzania programme is implemented efficiently and effectively, with responsibilities in the three core 
areas of:   

• Operations, Finance and Administration;  

• Quality Assurance of Technical Assistance; and, 

• Reporting to the WISH Kenya regional hub and Options London. 
 
The role plays an important in-country management support function for the Tanzania programme as well 
as playing a key liaison role within the WISH2Action management structure. This ensures appropriate 
communication and coordination with the Options London-based support (Programme Manager and 
Programme Accountant) and WISH2Action Kenya regional hub support (Regional Finance & Admin 
Manager). 
 
The position reports to the Tanzania National Ownership lead, and will have key working relationships with 
the Programme Manager in DFID Tanzania as well as links with counterparts in the Ministry of Health and 
other key partners to the programme. 

Main duties  

Operations, Finance and Administration 
 
Overall programme management of the programme will be led by a Programme Manager based in London 
but the post holder will lead in all aspects of the in-country management of the programme, supporting the 
WISH Tanzania NO Lead in: 
 
a) Managing Programme Office Support:  

i. Ensuring that the appropriate support is given by the host office and host Finance & 
Administration Manager; 
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ii. Transport management, including negotiating car hire as required according to safety and VFM 
principles and managing the project driver directly; 

iii. Being the first point of call for staff welfare issues, referring issues to London as required and 
following up appropriately. 
 

b) In-Country Operations:  
i. Supporting the WISH Tanzania NO Lead and workstream leads to manage the day-to-day 

logistics and administration of the programme, including for all programme activities, staff 
recruitment and procurement; 

ii. Reviewing workplans and budgets to ensure necessary logistical and financial management 
arrangements are in place for programme implementation on the part of the programme team 
and implementing partners; 

iii. Consolidating weekly and monthly activity plans from all workstreams for sharing with the host 
office; 

iv. Organising the procurement of vehicles, equipment and supplies in support of WISH office and 
partner programmes, as well as related insurance coverage; 

v. Monitoring programme assets that are placed with implementing partners and maintaining the 
Asset Register for DFID scrutiny; 

vi. Supporting all TA recruitment arrangements, including preparation of, and contribution to, 
interviews (where relevant); 

vii. Organising the administration and logistics of national and sub-national meetings, including 
preparing budgets, ensuring host office provides payment officer support, and acting as 
rapporteur where needed; 

viii. Provide overall support, and contribute to the development and improvement of internal project 
management systems and procedures. 
 

c) Financial Management:  
i. Checking invoices and forwarding to London for payment; 
ii. Development and management of programme budgets for workstream activities for forwarding 

to London; 
iii. Expenditure tracking by different workstreams; 
iv. Coordinating monthly programme forecasts to support advance funding from London through 

the host office for programme implementation; inputs into annual budgets and forecasts for 
Options, IPPF and DFID; 

v. Ensuring activities are properly coded in line with the workplan and updating the actual 
expenditure by activity code on a monthly basis, for submission and review to Options London; 

vi. Assist in the preparation of programme financial reports and budget projections for internal and 
external purposes, in liaison with Programme Manager / Finance Manager;  

vii. Monitor, in collaboration with Options finance staff / Programme Manager, project expenditure 
against approved budgets and ensure invoicing is on time and accurate; 

viii. Reviewing activity expenditure reports by host office. 
 
Quality Assurance of Technical Assistance 
 
Working with the WISH2ACTION Tanzania Team Leader and the Programme Manager in London, the post 
holder will support the co-ordination and oversight of all Technical Assistance (TA) on the programme.  
This includes the management of all national and international Short-Term TA (STTA) inputs to the 
programme, and ensuring that all deliverables are quality assured by the appropriate person. 
 
The TA planning and management process includes ensuring that all STTA assignments are:  

a) Based on workstream priorities as per the workplan and are accompanied by a clear Terms of 
Reference (ToR);  

b) Budgeted for fee inputs and associated expenses (travel, accommodation, workshops, etc);  
c) Sourced in line with programme guidelines.  

 
The post-holder should ensure that deliverables are quality assured by the appropriate technical staff and 
signed-off by staff with the required financial authorisation.   
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The post holder will maintain the Value for Money framework that is reported annually to DFID in the 
context of the Annual Review process. 
 
Partner relations and reporting to WISH Kenya regional hub and Options London 
 

a) Drafting and developing programme reports: The programme is mixed milestone and reimbursable. The 
role is responsible for maintaining the schedule of Payment Deliverables (PDs) to DFID, ensuring Terms 
of Reference and PDs are submitted in timely fashion, following up as appropriate where revision is 
required, ensuring timely submission of the final document. The postholder also maintains the schedule 
of Quarterly Reporting for DFID, prepares the programme management content of the annual report 
and other reports as required for the London Office and other stakeholders; 

b) Liaison and Partner Relations with other Key Partners: Communications and liaison as required with 
partners including DFID Tanzania, host-office, partners; 

c) Options London & WISH Kenya regional hub: Ensure financial and programmatic documents are 
submitted in a timely way to the appropriate office as per the WISH2Action management structure. 
Maintain open communications with these offices, being available for ad hoc requests as required.      

 

Note: this job description reflects the present requirements of the post. As duties and responsibilities change 

and develop the job description will be reviewed and be subject to amendment in consultation with the job 

holder.  
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Person specification 

 

Criteria Essential Desirable 

Qualifications   

- A BSc or relevant qualification or related comparable experience in a 
relevant field. 

 

✓  
 

Experience   

- Experience of supporting a health programme for at least one year; 
 

- Experience of producing and/or contributing to external reports and/or 
research papers; 
 

- Experience in budgeting, project planning, financial and narrative report 
writing; 
 

- Experience of managing donor-funded budgets; 
 

- Demonstrable experience supporting and coordinating technical work in 
similar organisations; 
 

- Excellent experience with the Microsoft Office package, particularly 
Excel; 
 

- Experience in working and coordination with an international head office 
and an internationally based support team; 
 

- Experience of managing complex logistics arrangements for international 
programmes; 
 

- Experience of building strong relationships with stakeholders; 
 

- Experience of working in Tanzania in a relevant capacity and with 
governments; international agencies and local NGOs. 

 

✓ 
 

✓ 
 
 

✓ 
 
 
✓ 
 
✓ 
 
 
✓ 
 
 
✓ 
 

 
✓ 

 
✓ 
 
 
✓ 

 
 
 

 
 

 
 
 
 
 
 

 
 
 

 
 
 

Skills and attributes   

- Strong financial management skills; 
 

- Ability to plan and manage work in a logical manor; 
 

- Self-starter, can work independently or as part of a team; 
 

- Critical thinking and problem solving skills; 
 

- Ability and willingness to respond independently to requests for technical 
inputs; 
 

- Excellent skills in communication, written and verbal; 
 

- Proven ability to network and manage relationships with partners, 
consultants and technical resource persons. 

✓ 
 

✓ 
 
✓ 
 
✓ 
 
✓ 
 
 
✓ 
 
 
✓ 
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Other requirements   

- Commitment to equal opportunities; 
 

- Fluency in written and spoken English. 

✓ 
 

✓ 

 
 

 

 


