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Job Description

	Job Title: Child Partner Officer 
	Report to: Project Manager- Education (CYCC) for all technical matters and to Cluster Team Leader  
	Location: UMN Lumbini Province Cluster, Bardaghat, Nawalparasi West  

	Objective of the Job: Overall responsibility of Child Partner Management, Communication and administration to ensure active and meaningful participation of children in Child and Youth for Community Change (CYCC) project.

	Area of Responsibilities 
	Decision making
	Qualifications and Experience

	· Lead and manage Child Partner management, communications and administration under CYCC project. 
· Handle effective administration of Child partner related services, ensuring accuracy, including letter tracking, reporting, mailings to supporters, etc.
· Handle all the relevant Child partners’ Letter Translation from Nepali to English and English to Nepali.
· Manage all the relevant documents and data base of Child partner communication and CYCC project.

· Develop, review and adapt child partner management and communication guidelines, materials and manual as needed. 
· Design and organise orientation/training/workshop on Child Partners related work, esp. photo taking, letter writing, translation for project staff of local partner with necessary field visits.
· Develop annual child partner management and communication plan and implement accordingly. 

· Handle proper management and updating of Child Partner records in the NEO Connect system.

· Regularly verify NEO Connect data to maintain accuracy and avoid duplicate or missing records.

· Conduct regular field visits to follow up on Child Partners’ education and support needs.
· Properly train and mobilize Child Partner Management Facilitators for regular follow-up and support of Child Partners.
· Provide technical support for the effective functioning of Child Partner Management Committees CPMCs.
· Identify Child Partners at risk of dropping out in coordination with CPMCs, parents, schools and provide necessary support for their education.
· Train, follow up and support volunteers for Participatory Action Research (PAR) data collection on quarterly basis.  

· Manage data recording and translation of PAR data in the project. 

· Submit the transcribed field data to the researcher on timely basis. 

· Assist to Project Manager- Education (CYCC) and Thematic Lead- Education as assigned in CYCC Project implementation. 
· Maintain high level of privacy and security in accordance with child protection principles.

· Respond promptly to queries from supporting donors regarding welfare of Child Partners

· Support visits from the supporting donors to promote project awareness, community orientation, meaningful interaction with project participants, including the Child Partner with whom they are linked.

· Always ensure standards and child protection policy adherence.
	· To contribute into CYCC annual proposals and periodic reporting

· To be responsible for Child partner management and communications
· To contribute to cluster staff team meeting decision making  
	· Bachelor's degree in education, communication, Social Sciences, Development Studies and Rural Development. 
· At least two years of experience in child and youth development related project.
· At least two years of experience in child sponsorship model program i.e. on child partner management, communications and administration work. 

· Experienced in data recording and translation related work and documentation.

	
	Dimensions
	Skills, Attitudes, Behaviours

	
	· A member of Lumbini Province Cluster team 
· A member of UMN Learning Forum  
	· A strong competency in data base software

· Strong written and oral communication skills in English and Nepali languages
· A sound knowledge and skill on translation
· Demonstrate self-motivation, innovative and creative ideas and the ability to motivate others

· Must be emotionally stable and willing to serve the poor and work with the rural community.
· A very good communication skill
· Good time management skills and the ability to work under pressure. 
· Strong computer skills - Word, Spreadsheet and presentations

· Facilitation, coaching, interpersonal relationship and listening skills

· Seeking to model the UMN values 
· Respect to local culture and practices 
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