TEMPORARY DUTY ASSIGNMENT
Scope of Work
TDY Information

	Title: ACD/Program Support
	Supervisor: Leah Berkowitz

	Country:       South Africa/Lesotho
	Johannesburg with travel to Lesotho and sub-offices in South Africa

	Start date: April 23, 2012
	End date: September 15, 2012

	Contact person:  Marge Tsitouris/Leah Berkowitz
Contact e-mail address: marge.tsitouris@za.care.org;  leah.berkowitz@co.care.org
Please note that applicants will be asked to contact you directly at this address.


Scope of Work (Describe responsibilities, tasks, expected results/deliverables, language(s), experience and skills required)
	General

CARE South Africa/Lesotho is seeking an experienced ACD/Program Support for a 4-5 month period, from end April 2012-early September 2012. The Country Office will be in a ‘gap’ period between the Acting Country Director, who will depart the end of April/early May, and the Incoming Country Director, who will take up the CD post on September 1, 2012.   It was decided not to replace the CD for the period, but rather bring in an experienced ACD/PS as a number of support functions require strengthening and the CO is in a period of transition in strategy and programming. There has not been, for financial reasons, an ACD/PS in the CO for approximately 1 year.  Rather the Lesotho Admin Manager has been providing TDY support to the two offices. The Acting ACD/PS will, therefore, replace the present Administration Manager, who will take up her previous position in Lesotho. He/she will report to the present ACD/PQ and be part of the CO Core team of ACD/P, ACD/PS, and Finance Controller. 

Overall Job Summary

The Acting ACD/PS will be responsible for overseeing program support operations in both South Africa and Lesotho and will be a member of the CO SMT.  As per the normal ACD/PS function, this position will supervise, manage, guide, support and mentor all program support positions and functions.  These include: HR, procurement, asset management, IT, and general administration in both South Africa and Lesotho. He/she will be responsible to ensure that CARE’s administrative function is properly implemented through appropriate practices and policies.  He/she will be responsible to ensure adequate internal controls are in place to protect the CO’s financial and non-monetary assets.  The ACD/PS will also provide support to the HR Manager on workplace issues, policies, and HR strategies and systems. He/she will directly supervise and assist the IT manager, Should an audit be planned, this position will assist other SMT members and direct reports in preparing for and coordinating the audit. 

Specific Support Functions and Responsibilities

Human Resources:  The CO has recently hired a new HRM.  The previous manager left a number of major holes and problem areas that now need addressing.  These include

a.  reviewing and revising our choice of service provider in medical coverage, provident funds, etc; 
b. reviewing and revising our salary and benefits packages; 

c.  becoming compliant with certain government requirements in South Africa and Lesotho; 

d.  recruitment for key positions, including an Admin Manager to replace the ACD/PS and coach and mentor this position; a Lesotho Program Director, hopefully in the next 3-5 months, and new PMs for projects that will be starting in the next 3 months;
e. reviewing our admin staffing structure at present and as Pamodzi becomes operational., and

f. providing an external review of our admin/support staff.
Johannesburg Office Move:  The lease is up on our office the end of September.  We will need to find an appropriate, affordable, likely smaller office, AND MOVE!   A major task.

Pamodzi:  Supporting all PS staff in learning and functioning within a new system.

Structural changes:  The CO in Lesotho is growing; the SA office is changing as the office goes through organizational change and transition, likely becoming smaller and more flexible.  The ACD/PS will take on a critical role here, advising and implementing changes in structure based on org change as well as the effects of Pamodzi.
VAT:  CARE SA has just been given VAT registration going back to 2007.  There will be a major task here going backward on recouping the VAT on all appropriate transactions, and ensuring that systems for on-going VAT recovery are in place and functional.
IT:  This position will now report to the ACD/PS.  There are a number of strategic issues around documentation, connectivity issues, SharePoint, etc. that the CO would like to move forward with. The IT manager has been with CARE in the past and knows systems, but there is much to do as the CO was without anyone for a prolonged period.  

Expatriate and national staff taxes: The Acting ACD/PS will need to assist the CO in ensuring that CARE is following the requirements of a complicated tax regime.

General ACD/PS activities:  The CO has recently come off a CAP, however a recently-completed A-133 audit that noted significant problems in procurement and the management of sub-recipients.  There will significant coaching and mentoring to be done with the staff who report to the ACD/PS.




Development opportunity (Describe the competencies and skills the incumbent may develop during the TDY as well as the support and coaching that will be provided)
	**Working in a 2-country office provides its own challenges and learning.  The Acting ACD/PS will have the chance to work in an office going through organization change, SA, and in a more typical development model in Lesotho.
**There will be significant challenges in HR and in advising and implementing structural change.

**Coaching and mentoring will be critical.  This provides a chance to practice these skills.

It is anticipated that the new DRD/PS will be able to provide support and coaching to the Acting ACD/PS.  David Little has significant experience in CARE in a variety of finance and PS functions. The FC and ACD/P are also experienced and know SA well.  Working within this core team, in a CO in transition will ensure the development and learning of new skills.



