TEMPORARY DUTY ASSIGNMENT
Scope of Work
TDY Information

	Title: Change Management Advisor
	Supervisor: David White (CD)

	Country:       West Bank & Gaza 
	City/Province: Jerusalem

	Start date:  April/May
	End date: Flexible

	Contact person: David White
Contact e-mail address:dwhite@carewbg.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)
	Background
Over the past six months, the CARE West Bank and Gaza Program in Palestine has been undertaking a situational analysis in order to inform its long-term strategic thinking, which entails a shift from a project-based to a program-based approach.  The analysis has taken the form of a broader organizational self-assessment in light of the context in which we operate, investigating the legitimacy of our presence as an international organization and ways to ensure greater relevance for the future.  

As a result of this process the Senior Management Team have agreed a new operating model and structure that is both significantly smaller in overall numbers and different in terms of the skill sets and competencies required.   The overall brief for the design of the new structure was to develop a smaller more strategic team with emphasis on partner empowerment (coaching) rather than programme implementation skills.

Currently the CO does not have the necessary strategic Human Resources and Change Management capacity to implement a restructuring process in a sensitive, fair, open and transparent manner. 

Objectives of the TDY

The overall objective of the TDY will be to support the CARE West Bank and GAZA CD to finalize and implement a change management process that is sensitive and fair to existing staff whilst achieving the ambitions of brining in the new skills and competencies required to implement the new program strategy.

Proposed Tasks for the TDY

1.
With CD and SMT develop a Change Management Action Plan, this will include developing staff assessment methodologies that demonstrate the transparency and accountability of the process and a timeline for change for individual posts taking into account existing donor contracts, current staff contracts, CAREs HR Policies and Procedures and Palestinian employment law.

2.
Review existing salary scale and develop a new fair and transparent grading system in line with the proposed new flatter structure.

3.
With relevant line Managers, develop and grade new Job Descriptions (JDs) for around 8 completely new posts and updating and grading of around 10 significantly changed positions.

4.
Ensure adequate communication and participation of staff in the process to build confidence and trust in the system (this will include drafting messages to all staff on behalf of the CD and briefing staff).

5.
Support interview process for SMT positions.

6.
Review and assess current office requirements and working arrangements to support a decision on future office requirements and locations.
Timeline for Change

The timeline for this change management process will need to be developed once staff and RMU feedback is received on the proposed structure, the new JDs are finalized and external HR TDY support is agreed upon.   The timeline will need to take into consideration;

· Availability of TDY candidate

· Existing Donor Contracts & Requirements

· Existing Contractual Obligations of CARE

· CAREs HR Policies

· Palestinian Labor Law

· Future Fundraising

It is anticipated that much of the above outlined work would need to take place during April, May and June for completion in time for the new FY.   The candidate will identify what preparation work needs to be completed prior to arrival in post.  If the preferred candidate cannot travel to Jerusalem for the required time plans could be developed so that part of the TDY can take place from existing place of work.
Skills and Experience Required
· Experience with large-scale organizational change efforts.
· A solid understanding of how people go through a change and the change process. 

· Experience and knowledge of change management principles, processes and methodologies 
· In depth knowledge of CAREs HR policies and procedures.

· Familiarity with project management approaches, tools and phases of the project lifecycle. 

· Exceptional communication skills – both written and verbal. 

· Able to work effectively at all levels in an organization. 

· Excellent active listening skills and cultural awareness. 

· Problem solving and root cause identification skills. 

· Strong analytic and decision making abilities. 

· Must be a team player and able to work with and through others. 

· Ability to influence others and move toward a common vision or goal. 




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)
	This is an excellent opportunity to be involved in a process that will challenge existing and traditional CARE operating models and looks to how CARE country offices may be structured to achieve the CI Vision 2020. The incumbent will play a crucial role in facilitating the change to a new operating model in a challenging but hugely rewarding environment.
The incumbent will have the opportunity to work with the SMT and field office teams throughout West Bank and Gaza to develop a change management action plan that is both sensitive and fair to existing staff whilst achieving the ambitions of attracting the new skills and competencies required to implement our new program strategy.
The incumbent will be a member of and supported by the Senior Management Team working closely with the CD.  They will be able to develop skills and competencies in the following areas.
· Strategic Human Resources Management

· Coaching an Capacity Building

· Leadership and influencing skills
· Cultural awareness and sensitivity

· Conflict resolution

· Team building

· Communicating with impact

· And maybe some Arabic “Inshallah”



