
        
   

 

  

 

 

 
 
 
JOB DESCRIPTION 

 

Job Title: Senior Programme Officer  
 Full time (35 hours a week) 
 Permanent contract 
  
 
 

Job Purpose: The Senior Programme Officer is responsible for 

leading and managing partnerships and projects in 
selected countries across sub-Saharan Africa as well 
as in other regions, as well as supporting the effective 
functioning of Peace Direct’s International 
Programmes.    

 

 

Reporting to: International Programmes Manager / Head of 

Programmes and Research 

 

Key Tasks 

 
Manage partnership portfolio in parts of sub-Saharan Africa, Asia and the Middle East 
and support Peace Direct’s local partners  

• Develop and maintain existing partnerships as well as scope out new partnerships in 
line with Peace Direct’s strategy and values. 

• Ensure that partnerships and areas of work supported by Peace Direct are well 
coordinated and feed into wider change processes in the context 

• Offer support and be a sounding board for the partner’s development of their long-
term peacebuilding vision as well as organisational development strategy. 

• Work closely with local partners to provide relevant support and advice and ensure 
they continuously improve their work. 

• Maintain regular communication with partners, as Peace Direct’s first point of contact 
with them, and ensure all communication with partners is clear, respectful and 
supportive. 

 

Manage projects  

• Supporting the effective implementation of projects led by Peace Direct’s partners 
across the world.  

• Lead on all the elements of multi-country projects which pertain to the specific 
countries that sit within the postholder’s responsibility.  

 

 



        
   

 

• Manage the finances of projects which are focused in the countries that sit within the 
postholder’s responsibility. This includes effective budgeting, budget monitoring, 
monitoring financial reports from partners and producing project finance reports 
(working closely with the Senior Programmes Finance Officer). 

• To work closely with Peace Direct’s partners to jointly strengthen knowledge and 
practice to measure impact and capture learning  

• Ensure effective compliance and due diligence for projects 

• Lead on processes for learning from programmes to inform the work of partners and 
future programmes and ensure lessons are captured and disseminated across the 
organisation 

• Manage consultants where relevant 
 

Lead Programme Development in the countries within the postholder’s responsibility  
 

• Stay abreast of contextual developments in the in the countries within the 
postholder’s responsibility to inform programme development and adaptation 

• Develop and maintain relationships with individuals from the region and local 
organisations in the region to inform programme design 

• Develop and maintain relationships with individuals who know the context well and 
international organisations working in the region to inform programme design 

• Design programmes and decide on partnerships to develop in line with Peace 
Direct’s strategy and values 

• Lead on the writing of concept notes for programme development 

• Work closely with the Programme Funding Manager and Senior Trusts and 
Foundations Manager to develop proposals for programme development, as well as 
to provide programmatic updates to donors and write donor reports 

 

Provide support to International Programmes  

• Ensure that high quality quarterly and annual narrative and financial reports to and 
from Peace Direct and its partners are produced and on time. 

• Help the IP team to continuously improve its systems, administrative processes and 
communication with partners and other Peace Direct departments. 

• Work closely with the Senior Finance Officer to monitor the finances of projects 

• Support Peace Direct’s Fundraising and Communications team with the collection of 
content and case studies.  

• Support the logistics of visits (of Peace Direct staff and/or partners) and provide other 
logistical support as needed. 

• Provide support to the Head of International Programmes in developing work on 
partnerships and programmatic strategies. 

 
Organisational Learning: 

• Work with colleagues to promote organisational learning 

• Participate in team learning activities, including thematic working groups. 
 
External Representation: 

• Represent Peace Direct at external events where relevant 

Internal Relations 

• Work collaboratively to help in the delivery of Peace Direct’s strategy  

• Perform any other tasks as directed by the Head of International Programmes 



        
   

 

 
Travel 

• Conduct occasional overseas visits on Peace Direct’s business. 

• Occasional travel in the UK to represent Peace Direct externally. 

 

This position is based at PD’s London office. The postholder reports to the International 
Programmes Manager / Head of Programmes and Research. 
 

Person Specification 

 

Essential: 

• At least four years’ relevant experience supporting programmes  

• Experience of managing large complex projects 

• Experience working with partner organisations in ways which are responsible, 
mutually respectful and mutually accountable 

• Fluency in written and spoken English and French  

• Excellent writing skills  

• Excellent organisational skills 

• Excellent budget/financial management skills 

• Strong interpersonal skills with the ability to relate to people from a broad 
range of backgrounds, culture and influence. 

• Ability to think creatively and take decisions with minimal supervision 

• Good team player with self-motivation and an appetite to succeed, coupled 
with the willingness and readiness to support colleagues  

• Good analytical skills 

• Sensitivity, sound judgement and pragmatism to deal effectively with delicate 
and important situations 

• A passion for peacebuilding and a commitment to supporting local 
peacebuilders 

• Ability to work to tight deadlines in meeting departmental, organisational and 
donor targets. 

• Willingness to travel overseas and to perform well in challenging and 
sometimes difficult areas, conditions and situations.  During periods spent 
abroad, the post-holder will expect to work unsocial hours from time to time. 

 

Desirable: 

• Post-graduate degree in a relevant subject 

• Experience of living or working overseas  

• Ability to speak Swahili 

• Knowledge and experience of MEL for participatory programmes 
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