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	Job Title
	Grant and Programme Development (GPD) Manager
	Reports To
	Grant and Programme Development Lead
	Job Level
	E3
	Location
	Based in Kathmandu with frequent travels to UMN cluster locations including MDT project areas.

	Objective of the job

	The Grant and Programme Development Manager will support the design and development of high‑quality, evidence‑based programmes and projects by coordinating design processes, facilitating proposal development, strengthening grant management systems, maintaining strategic programme information, and supporting donor compliance requirements. The position will work closely with provincial clusters, programme teams, and partners to ensure quality programme design and effective grant acquisition aligned with UMN’s strategic priorities. 



	Areas of Responsibility
	Decision Making
	Qualification & Experience

	A. Strategic Grant and Programme Development (GPD) functions:
· Contribute to the development and strengthening of GPD functions by establishing appropriate systems, developing frameworks and tools.
· Co-facilitate provincial clusters in developing comprehensive long-term cluster programme plans based on community needs, UMN’ strategy and Cluster Implementation Plan. 
· Support provincial cluster plans that includes essential documents like five-year results matrix, ToC, risk analysis, stakeholder mapping and beneficiary prioritisation.
· Work together with GPD Lead to explore and analyse new funding opportunities and develop proactive strategies to capture them.
· Co-lead the formation of consortiums and partnerships with likeminded organisations.
· Work with the Funding Acquisition and Partnership Team, as assigned by Line Manage, to strategically expand and diversify UMN’s funding base and contribute to donor relationships.

B. Project Design and Proposal Development
· Provide technical leadership in project design and develop concept notes and proposal and ensure quality of proposals.
· Lead/facilitate the assessment, design, and completion of project proposals and concept notes, ensuring donor compliance, UMN requirements, and GoN mandates.
· Ensure the incorporation of cross-cutting themes (GEDSI, Good Governance, Environment Sustainability and Climate Resilience) and key methodologies (Participatory Bottom-up Project Design - PBuPD, Project Management Operation Manual - PMOM, Integration Model, Programming approaches) during design. 
· Coordinate closely with other relevant programme and finance staff for crucial input to ensure budget alignment and donor compliances with programme activities, outputs and goals.
· Coordinate with Thapathali and Provincial MEAL staff for input on log-frame indicators, M&E plans and PPMT.
· Proactively generate preliminary concept notes and proposals aligned with UMN priorities, focus areas and locations, also using the centralised database.
· Champion the UMN’s PMoM process and lead to ensure implementation with Thematic, MEAL and other Programme Staff
· Promote innovative programming approaches, quality standards and good practices.

C. Data Management and Quality Control
· Maintain and regularly update the centralised database containing strategic information (geographic locations, government policies/plans, donor interests, community priorities, SDGs and UMN strategy).
· Compile and organise information for database management and to enable easy navigation and analysis for proposal drafting. 

D. Capacity building
· Build the overall organisational capacity by training UMN Programme Teams and Partner staff on grant development and project design tools (e.g., PBuPD, integration model, cross-cutting mainstreaming, other programming approaches etc.)
· Coordinate with MEAL to enhance the capacity of Managers on monitoring tools (e.g., PPMT).
· Support to UMN’s capacity building processes and advocacy work in coordination with the Governance and Liaison Lead.
· Support Programme Teams and relevant staff in facilitating trainings (especially on report writing skills, log frame, contemporary development concepts etc,).
· Perform any other task assigned by the Line Manager, PMC, and Leadership Team.

	Contribute to decisions together with team on programme design and proposal development.
Provide technical input and contribute to establish grant management and programme design systems.
Technical input to establish database required for project designs.
Contribute to UMN decisions on Clusters and Thapathali programme teams.

	Master’s degree in development studies, Social Sciences, or related field.
At least 3 years’ experience on programme design, grant/proposal writing, donor engagement, and strategic planning.
Proven track record in managing donor grants and partnerships.
Experience in coordinating multistakeholder design processes and community led participatory design approaches.
Familiarity with donor requirements, SWC processes and government compliances.

	
	Dimensions
	Skills, Attitudes, Behaviours

	
	Member of Programme Team Thapathali
Member of assigned Programme Team working groups (e.g.  PPMT, PMOM, PBuPD etc.)
Demonstrate utmost sensitivity and respect to UMN’s cross-cutting themes.
Work closely with all Programme and Corporate teams in relevant areas of work. 
Be the face of UMN at various networks, forums and alliances.
	Excellent skills in project design, proposal development, report writing, and presentations.
Strong understanding of cross cutting themes and integration.
Strong analytical skills with ability to manage databases and synthesise complex information.
Ability to work collaboratively across teams, clusters and partners with strong communication and interpersonal skills.
High ethical standards, integrity and commitment to accountability.
Strategic thinker, proactive and adaptable to change.
Strong analytical, facilitation and influencing skills.
Training and capacity building skills.
Ability to work in multicultural and diverse teams as well as independently.
Strong organisational and administrative skills including data use and risk assessment.
Proficient in MS Office, emails, internet and digital tools.
Lifelong learner with adaptability and commitment to continuous improvement.
Able to work under pressure and meet multiple deadlines either independently or in a team.
Commitment to UMN’s mission vision and values.








	
PMF Template 1.2.1: Job Description	PAGE 1 OF 2
