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ATTACHMENT 1, SCOPE OF WORK 

The Nigeria Program Management consultant will provide NE Connection support to develop processes and tools that will guide program activities through the Activity Cycle, from concept to closure, working with and through multiple teams: Programs, Grants, Procurement and Finance. 

Estimated period of performance: May 1, 2022 – September 31, 2022. 
 
Estimated Level of Effort: Around 100 days.

Estimated total cost: Daily rate should be between $300-350/day.  

1. OBJECTIVE
Creative Associates seeks an STTA Nigeria Program Manager for the Northeast Connection program to develop processes and tools that will guide program activities through the Activity Cycle, from concept to closure, working with and through multiple teams: Programs, Grants, Procurement, and Finance.
The position will be based in the head program office, located in Yola, with travel and work expected to be carried out in the northeastern states of Borno, Yobe and Adamawa. The Program Manager will also ensure continued program collaboration with Creative Home Office in the Washington DC area.
Reporting directly to the Chief of Party (COP) and in close coordination with the Deputy Chief of Party (DCOP), the Nigeria Program Manager will ensure that program activities are designed, implemented and completed in line with program strategy.
S/he will closely coordinate with all program-related team members in Yola and in field offices to ensure on-time and on-message delivery of activity and program aims. S/he will provide close oversight and guidance to the Program Managers.
The consultant will be based overseas.
 
2. TASKS TO BE PERFORMED

· Work with the COP, DCOP, and HO Team to review existing processes and tools for grants programming to identify efficiencies and outline steps needed to be taken to improve the process. 
· Train the Grants team, Program Managers, and MEL Officers on the improved grants processes. 
· Design processes and related tools for rapid response programming and directly implemented activities, enabling managers to provide oversight of program implementation to ensure activities deliver to intention and schedule and drive continuous improvement in process and outcomes.
· Train managers from various departments (Grants, Procurement, MEL, and Program) on the new processes and tools for rapid response programming and directly implemented activities.
· Review concept notes, budgets, and workplans for six direct implementation activities and provide guidance to Grants, Procurement, MEL, and Program departments to help enforce the new processes and tools. 
· Conduct bi-weekly meetings between Finance, Grants, Procurement, MEL, and Program teams to identify additional issues/bottlenecks and ensure the new processes and tools are being used correctly for nine direct implementation activities, and ultimately that activity clearance keeps pace with demand and remains compliant with program strategy and rules/regulations.
· Advise the Senior Management Team and HQ team on expected and actual commitments and expenditure and provide quality control on both cash requests and internal/external projections for 3 months.
· Travel to field offices in Yobe, Borno and Adamawa to train field teams and ensure that processes and tools are consistently and practically applied into program operations.
· Conduct research to identify new partners for civil society and transition activities.
· Perform additional tasks as assigned by the COP.
 
3. RESULTS AND/OR DELIVERABLES

	Deliverable
	Due Date
	Amount

	Submission of report and workplan that suggests efficiencies and outlines timelines and steps that will be taken to improve grants processes.
	May 15, 2022
	10%

	Submission of first draft of documented processes and related tools for rapid response programming. 
	May 22, 2022
	10%

	Submission of monthly report – outlines outcomes from team meetings and trips, updated consultancy workplan and upcoming travel plans. 

Approved processes and related tools for rapid response programming.

Final approved 2 direct implementation concept notes, budgets, and workplans. 
	June 1, 2022
	

	Submission of first draft of documented processes and related tools for directly implemented activities
	June 6, 2022
	10%

	Approved processes and related tools for directly implemented activities. 

Final approved 2 direct implementation concept notes, budgets, and workplans.
	June 17, 2022
	10%

	Train Grants team, Program Managers, and MEL Officers on the improved grants processes and rapid response and directly implemented activities processes and tools - submission of attendance sheets, training documents, training agenda, and a training report that outlines what went well and if there is a need for additional trainings.

Submission of monthly report – outlines outcomes from team meetings and trips, updated consultancy workplan and upcoming travel plans. 

Final approved 2 direct implementation concept notes, budgets, and workplans.

Approval of 2 rapid response grant packages. 
	July 1, 2022
	10%

	Submission of monthly report – outlines outcomes from team meetings and trips, updated consultancy workplan and upcoming travel plans. At this point, report should also include notes on the implementation progress/challenges for DI activities. 

Submit revised workplans for 2 direct implementation based on implementation progress
	August 1, 2022
	10%

	Submission of monthly report – outlines outcomes from team meetings and trips, updated consultancy workplan and upcoming travel plans. At this point, report should also include notes on the implementation progress/challenges for DI activities. 


Submission of a list of new partners for civil society and transition activities.

Submit revised workplans for 4 direct implementation based on implementation progress
	September 1, 2022
	10%

	Final Report  
	September 30, 2022
	10%

	TOTAL
	
	100%



4. OTHER MATTERS 
The consultant will report to Albert Pam, NE Connection Chief of Party (COP). 

Creative HQ will help coordinate your international travel logistics and will pay for your travel costs directly. Danger Pay is provided to consultants in line with Department of State rates and is paid on 80% of the consultant’s daily rate for a maximum of 40 hours per week, regardless of whether or not the consultant opted to work for a 6th or 7th day during a given week in which he/she was located in a Danger Pay location.

5. DESIRED QUALIFICATIONS
· A Master’s degree and three (3) years of relevant professional experience, or a bachelor’s degree and five (5) years of relevant professional experience;
· A minimum of one (1) year of previous field-based experience working on complex, challenging operations in conflict affected environments as a Program Manager, Regional Program Manager (RPM), DCOP or other similar role;
· A minimum of one (1) year of supervisory experience, preferably in an international setting;
· Programming experience with a donor, contractor or international NGO managing an office or program with demonstrated supervisory experience of diverse field teams;
· Experience with activity and program design, strategy development, implementation, activity close-out and adaptive management;
· Experience with grant management;
· Exceptional written skills;
· Exceptional organization skills and ability to work and multi-task under pressure;
· Exceptional analysis, logical reasoning and presentation skills, enabling training and capacity building of team members;
· Strong interpersonal skills and ability to work with culturally and geographically diverse staff, fostering overall good dynamics within and between teams;
· Ability and willingness to work and travel within Northeast Nigeria; and
· Fluency in written and oral English is required.
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