Operations Officer, International Policy and Programmes

Coram Children’s Legal Centre
	Operations Officer, International Policy and Programmes

	JOB DESCRIPTION


POST DETAILS:
POST TITLE:
Operations Officer, International Policy and Programmes

LOCATION:


CORAM Children’s Legal Centre





49 Mecklenburgh Square,





london





wc1n 2QA

SALARY SCALE:

£19,000- £21,000 
RESPONSIBLE TO:
Research and Projects Manager, International Policy and Programmes
HOURS:
40 hours per week
ORGANISATIONAL RELATIONSHIPS:
1. The Operations Officer is line managed by the Research and Projects Manager, International Policy and Programmes.
2. The Operations Officer works closely with the Director of Professional Practice, Research and International Programmes, the Legal Research and Policy Manager and other members of the International Policy and Programmes department.
MAIN DUTIES:
1. The Operations Officer will manage the contracts of the International Policy and Programmes department.  
2. The Operations Officer will manage the project and contract finances of the International Policy and Programmes department. 
3. The Operations Officer will provide administrative support to the International Policy and Programmes department and its consultants, including all logistical arrangements related to travel and all other necessary contract administration.
4. The Operations Officer will assist the International Policy and Programmes department in identifying and applying for funding opportunities and in both narrative and financial reporting to donor agencies.
5. The Operations Officer will undertake any other duties as and when appropriate, and delegated by members of the International Policy and Programmes department.
Responsibilities:
The Operations Officer will be specifically responsible for:
1. Managing the projects and contracts of the International Policy and Programmes department. This includes but is not limited to: keeping track of contract deliverables and outputs; maintaining the projects database and the contracts database; maintaining up to date electronic and hard copy project files and filing systems; reporting to donor agencies and contractors; and liaising with consultants. 
2. Managing the contract and project finance of the International Policy and Programmes department. This includes, but is not limited to, maintaining up to date financial records, developing project budgets, engaging in basic financial planning, and preparing financial reports for donors and contractors.
3. Providing administrative support for the International Policy and Programmes department. In addition to general administrative tasks, this includes: making all necessary travel arrangements for the international team and its consultants; obtaining visas (including necessary travel to apply for and collect visas); maintaining the diaries of the international team; conducting risk assessments; managing consultant travel files; drafting and developing Terms of Reference and contracts; and arranging study tours of delegates to the UK as necessary. 
4. Researching funding opportunities and develop funding applications, including budgets.
5. Ensuring that the information on the website for Coram Children’s Legal Centre and the Children and Armed Conflict Unit is kept up to date with project information relating to the International Policy and Programmes department as necessary. 
6. Any other activities that are required to support the work of the International Policy and Programmes department.
7. Supporting the activities of other sections of the Coram Children’s Legal Centre, where required.
