	[bookmark: _GoBack] Job Description:
	Training and Partner Relationship Manager
	Responsible to:
	Head of Project - HoP

	No. of direct reports:
	16 – National vols, International vols, Project staff
	Country, Group & Function:
	VSO, Tanzania  

	Job Purpose        Lead and Manage Standardized BDS Training to SMEs and Project Administration for Lindi and Mtwara Regions. 



	Responsibilities
	Key Performance Indicators
	Skills Required

	· Programme Development and Delivery
· Provide Key coordination and implementation role ensuring that project management standards are followed and deadlines met
· Commit to working towards a sustainable programme outcome.by aligning with approved work plans and agreed action plans 
· Lead and Manage Business Development Support trainers to ensure goals, targets and milestones are delivered in accordance with the project plan and schedules. 
· Monitor, manage and direct BDS training delivery to ensure effectiveness and suggest improvements.
· Develop training schedules and manage training resources and timelines effectively.
· Prepare all required reports and present timely 
· Schedule and chair progress review meetings with trainers, partners and SMEs to identify and monitor training successes and areas for improvement.
· Manage relationship and expectations of partners and project beneficiaries Identify 

· Budgeting, Forecasting and Reporting
· Develop and manage BDS training budgets.
· Provide accurate and timely information on expenditures.
· Ensure project achievements, activity, challenges, risks and exceptions are reported as scheduled.
· Ensure activity budgets relate with planned activities and hence value for money 
· Support Head of the project on preparation of the donor report

· Partner Coordination, Stakeholder Management and Communications
· Build effective working relationships with Partners, Associations, NGO’s and other stakeholders.
· Manage information to ensure that all parties are informed in a timely manner.
· Build shared value partnerships with private sector and investors to create market linkages for SMEs.
· Manage external communication with key stakeholders such as government departments about the project and ensure efficient delivery of project outcomes 

· Resource Management
· Ensure appropriate resources are available (e.g the right workforce) to achieve goals and targets.
· Constantly assess existing resources, processes and systems to determine if goals and targets can be achieved.  
· Monitor and assess training delivery to determine quality and effectiveness.  

· Monitoring and Evaluation
· Support M&E activities as outline in the Tanzania Local Enterprise Development (T-LED) M&E Plan.
· Evaluate and adjust project schedules and/or work activities in accordance with M&E evidence collected. 

· Any other related duties and responsibilities assigned by your line manager.
	· Successfully achieve monthly, quarterly and annual Project Targets as directed and agreed with the HoP

· Ensure Business Development Support training standards are delivered as directed
· Manage standardized SME selection.
· Adhere to BDS training processes.
· Deliver standardized training and utilize Business Development Support training tool-kits.
· Reporting is accurate and on time. 

· Monitor training delivery and audit for quality control.

· Continuous improvement processes are monitored, documented and shared with the HoP.

· Provides fact based evidence and feedback to the HoP in a timely manner.

· Builds sustainable partnerships in support of achieving programme goals.

· Leads initiatives to share and improve knowledge.

· Builds the culture of team work and focus on agreed deadlines at all times

· Effectively manages expectations of partners and stakeholders and timely conflict resolution 

· Ability to work with expert volunteers, and people from various cultural backgrounds and professions 
	· Bachelor’s degree in relevant subjects required, a master’s degree will be an asset   
· 5 years project management experience with multiple stakeholders in a training or service delivery environment within the private sector. 

· Developing, monitoring and managing project budgets.

· Experience designing, monitoring and evaluating projects and writing reports with good track records.

· Excellent oral and written communication skills with ability to vary communication content and style to suit audiences to inform, motivate and inspire.  Must be fluent in English and Swahili.

· Strong relationship development and management skills and ability to develop effective networks.

· Sensitive to gender issues and the treatment of women and must believe women and men are equal.

· Excellent coordination, planning and time management skills with experience working under pressure. 

· Ability to analyse and quickly grasp the fundamentals of a need or issue. Able to find innovative ways of solving or pre-empting problems.

· Ability to be flexible and adaptable to change.

· Able to travel and work away from home up to 40% of the time.  
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Project Background

Tanzania Local Enterprises Development (T-LED)
The Tanzania Local Enterprise Development (T-LED) project aims to support local SMEs to overcome existing barriers, with particular attention paid to the additional challenges faced by female-headed SMEs, in accessing growth markets in the extractive and agribusinesses sectors, while enhancing the quality and coordination of market-driven business development services. The project strives to bring together the private sector, civil society and government to encourage a more equitable and market-driven distribution of resources. Through this project, we seek not only to reduce economic leakage and keep more of the value chain and income generation within Tanzania, but also to specifically ensure that more women and men may benefit from these growth markets. The project is being implemented in Tanzania in four regions: Mwanza, Iringa, and Lindi and Mtwara. The National project partners include key Tanzanian institutions mandated with building the country’s SME sector: the Tanzania Chamber of Commerce, Industry and Agriculture (TCCIA), the Small Industry Development Organisation (SIDO), and the Tanzania Women Chamber of Commerce (TWCC). 

The overall goal of the T-LED project is an enhanced equitable and sustainable economic growth and prosperity for women and men in the Mtwara, Lindi, Mwanza and Iringa regions of Tanzania. This aligns with project partner goals of increasing private sector development (TCCIA), small industry development (SIDO) and women-led business growth (TWCC). The project will thus increase economic growth and prosperity in two ways – 1) by increasing the income and growth potential of women and men entrepreneurs in the value chains related to foreign direct investment in agriculture and the extractive industries and 2) by enhancing the SME support services provided by TWCC, SIDO and TCCIA in the target regions.

Organisation background
VSO is a leading independent international development organisation that works through volunteers. We are unique in the way we bring people together to volunteer their knowledge, experience and skills to fight poverty. VSO currently works in 24 developing countries mainly in Asia and Africa. We always work in partnerships, supporting and bringing together diverse partners (government departments, community based organisations, NGOs and the private sector) who are strategically placed to advance pro-poor policies and programmes. We have been working in Tanzania since 1961, strengthening capacity to improve the quality, delivery and access of services in education, health and secure livelihoods.


Our understanding and commitment

Value:	Progress is only possible through working together
“We always work collaboratively with our partners. Our aim is to be as inclusive as possible, listening to all our stakeholders. We understand that diversity makes our projects and our organization stronger. 
Working closely with developing communities helps narrow the distance between them and our donors, and is the best way of ensuring our projects continue transforming lives over the long term.”

Behaviours
Trust and openness:
· We assume positive intent and engage with others with different perspectives and professional expertise and we have the courage to speak up to share ours
· We actively engage with others within and outside VSO, recognizing that building effective relationships requires two-way support and accountability 
Respect:  

· We first listen actively to understand, and reflect on others’ perspectives, then we advocate 
· We appreciate what works well and we recognize and build on strengths

Value:	Knowledge is our most powerful tool
“Change is best brought about by people sharing knowledge. This is why we are committed to ongoing, reciprocal learning. Using knowledge in the right way helps us engage people, advocate and influence others at all levels.”
We will be: 


Behaviours
Confident: 
· We are aware of our own value, share our passion with others, and we admit when we’re wrong
· We are committed to learning and we help others learn, even when it feels uncomfortable initially

Knowledge seeking and reflective: 
· We look out for and evaluate data and information, which in turn inform our decisions
· We proactively gather for knowledge and information, from within VSO and external sources

Value:   People are the best agents of change	
“Change is best brought about by people sharing knowledge. This is why we are committed to ongoing, reciprocal learning. Using knowledge in the right way helps us engage people, advocate and influence others at all levels.”
We will be: 

Behaviours
Confident: 
· We are aware of our own value, share our passion with others, and we admit when we’re wrong
· We are committed to learning and we help others learn, even when it feels uncomfortable initially
Knowledge seeking and reflective: 
· We look out for and evaluate data and information, which in turn inform our decisions
· We proactively gather for knowledge and information, from within VSO and external sources

Value:   By thinking globally, we can change the world
“We are passionate about putting the right people in the right place at the right time. Our people transform lives and communities, including their own. We deeply respect the courage and commitment such profound change requires.”

Behaviours
Flexibility:
· We are prepared to step out from our comfort zone and manage the related risks
· We are open to new and different ways of doing things
Leadership:
· We step up when we see something needs to be done, even when it is beyond own remit
· We recognize that leadership is about doing the right things, and is not necessarily attached to organizational hierarchy or positions.  We are compassionate, mindful of others’ needs, and ask for help for the advancement of VSO’s mission








