
 International In Nepal                                                   JOB DESCRIPTION 
  
Functional Title: Coordinator – Gender Justice and Access to Basic Services 

Responsibility level/Grade: TBD 

Department/Project/PN:  Central Office 

Work station:    Kathmandu (with frequent field visit) 

Incumbent's Name:   Vacant  

Principal Evaluator:    Assistant Country Director - Program Quality 

Co Evaluator:    Country Director 

 

JOB SUMMARY 

The Coordinator - Gender Justice and Access to Basic Services will provide strategic leadership and 
guidance to the programs on Women & Girls’ Leadership, Education and Adolescent service models, 
Gender Based Violence, Sexual Reproductive and Maternal Health. S/he will ensure that CARE’s 
interventions on gender justice and access to basic services are integrated, complementary, synergic 
and appropriate to the current context and thereby contribute significantly to reducing poverty and social 
injustice. S/he should be thorough with concepts and experiences around Gender Justice Approach, 
and comprehensive services packages for Adolescent Girls and Women, including reproductive health, 
education, skill development and gender based violence prevention services.  
 
The Coordinator is responsible for technical advice and support, project oversight and staff 
management, policy analysis and advocacy, new business development, and stakeholder liaison. S/he 
will lead and contribute in project designs, inception review, progress review & reflection, and final 
evaluation processes and incorporate the findings, lessons learned in to new project designs for 
replication and scaling. S/he will establish and maintain strong working relationships with different 
stakeholders, key donors, implementing partners, and other development actors, and act as CARE’s 
representative for programs on gender justice and access to basic services in national and international 
forum.  
 
The Coordinator is responsible for managing a portfolio of program initiatives and to ensure high 
standards of program quality; effective co-ordination with other relevant stakeholders; effective 
knowledge management; synergy and learning between CARE’s projects; partner capacity-building; and 
high-level policy engagement. The role is expected to facilitate inter-project complementarities and 
maximize use of resources, and contribute to core organizational objectives around learning, innovation 
and private sector engagement. S/he will also ensure that all the assigned thematic projects are following 
CARE’s process and standards as described in business strategy, thematic papers, advocacy strategy 
and GESI strategy.  
 
The employee shall fully comply with CARE policies and procedures and should be accountable for it. 

KEY TASKS AND RESPONSIBILITIES:  
 
R1.  Program Development, Management and Learning 

 Provide strategic direction to the project/program on gender justice and access to basic 
services with focus on health and education, and ensure its linkage with other programs, 
impact populations and CARE’s role as per the new business strategy.  

 Provide overall supervision and guidance to ensure proper planning and implementation of 
project/program on gender justice and access to basic services.  
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 Provide technical advice and support to different projects under assigned theme to reach the 
intended purpose, and ensure coordination among different project/program under the 
assigned theme for integrated result. Also, ensure coordination and integration with other 
programs, as required.  

 Build relationships and identify resources from potential donors and strategic partners for 
CARE’s work relating to gender justice, and equal access to basic services, with a focus on 
education, health and GBV service.  

 Contribute in development of concept notes and proposals of new projects in the assigned 
thematic area, and facilitate integration of program learnings and findings in the new program 
design and strategies.  

 Lead the development and modification of policies, guidelines, strategies relevant to CARE’s 
work on gender justice and access to basic services. 

 Lead programmatic advocacy and research effort, in coordination with DMEL/KM unit to 
generate thematic knowledge products which contribute to design and implementation of 
programs related to priority gender justice, service access, and advocacy issues.  

 Coordinate and engage with DMEL/KM and Communication and Outreach units to establish 
working mechanism for consistent transfer of knowledge and its use.  

 Generate and establish sustainable and scalable models of programs that build  gender justice 
and increased access to basic services, considering current context and requirements of both 
impact populations and government.  

 
R2.  Monitoring, Evaluation and Reporting  

 Develop and establish mechanisms for monitoring, evaluation and reporting of the 
project/program under assigned theme.  

 Provide required support in impact monitoring and guide the team through analyzing progress 
& achievements, challenges, lessons and gaps in programming.  

 Provide required support in baseline, mid-term and final evaluation of projects under assigned 
theme.   

 Ensure projects are implemented as per approved plans and strategies through project visits 
and review of implementation plan and activity reports. Also, ensure that the measures/actions 
recommended during evaluation process are incorporated in project implementation. 

 Review and finalize progress reports and ensure timely submission of donors, CMPs and 
government reports as per the agreed upon standards with accurate and qualitative contents. 

 
R3. Donor Grant Contract and Budget Management 

 Regularly communicate with donors and CMPs about progress, challenges and setbacks, and 
clarify their concerns and comments in regards to program planning, implementation, monitoring 
and reporting. 

 Manage consortium members, oversight their project efforts, align with overall objectives and 
results of grants/projects and manage consortium budget with clear system, structure and 
mechanism.  

 Ensure proper management of financial and other resources entrusted to projects, including the 
review and approval of project budgets (including project matches) and the monitoring of budget 
reports (including the proper recording of matches).  

 Work closely with program support units (finance, procurement, HR, sub-grants etc.) to ensure 
proper coordination exists for efficient program implementation.          

 Ensure strong commodity management, and accountability where applicable.    



 International In Nepal                                                   JOB DESCRIPTION 
  

 Ensure that the donor compliance and other statutory requirements are considered during project 
planning, implementation and reporting.  

R4  Stakeholder liaison, reporting, coordination and representation 

 Represent CARE at national and international meetings and forums related to thematic area, 
using such forums for building relations, showcasing CARE’s experience and best practices, 
and increasing visibility of organizational efforts.  

 Facilitate information sharing and learning across the programs of CARE Nepal to ensure 
coordination among different programs.  

 Build alliances and network, strengthen relation and mobilize alliances for CARE Nepal’s 
program/projects on gender justice and access to basic services.  

 Coordinate with consortium members, partners and other relevant stakeholders to ensure that 
the agreed governance structures and statutory requirements are followed. 

 Establish strong working relationships with likeminded organizations and develop an in-depth 
understanding of their activities, support needs and strengths in the areas of Education, 
Women and Girls Empowerment, GBV, SRHR, comprehensive adolescent package etc.  

 Represent and build working relationship in with UN agencies, donors, INGOs and government 
bodies, AIN working groups, CSO networks and such 

 Develop partnership with related line ministries and departments along with local government 
bodies to ensure strengthened relationship for constructive collaboration in policy and plan 
formulation and implementation efforts around gender justice and access to basic services. 

 Manage existing partners, consortium members at different levels and also engage in building 
robust partnership with new actors/institutions/networks to ensure effective implementation of 
program, collaboration and scaling up of CARE’s effort.  

 Contribute to maintaining the communication and intelligence gathering with CI members and 
ARMU, as relevant. 

 

R5. Team Management and Development  

 Provide proper supervision and guidance to all direct reports and lead the establishment and 
functioning of a strong, effective and coordinated team.  

 Ensure effective performance management of direct reports, including JD updates, regular 
feedback, mid-term reviews and year end evaluations.  

 Proactively address performance issues through regular, constructive and honest feedback and 
coach and mentor direct line managers and team and other sectoral units as per the need.  

 Identify necessary staff development, career development and succession planning strategies 
for direct reports and recommend to HRD. Ensure that space are available to allow staff to 
develop and innovate.  

 Oversee the recruitment and orientation of staffs for the program/projects under assigned theme. 

 Ensure that the personal policies (contract renewal / extension, appraisals, disciplinary actions 
etc.) are followed.  

 Build systematic and engaging system with other units of CARE Nepal to ensure coordination, 
cooperation and engagement of Gender Justice and Access to Basic Services team with 
Program Approaches and Resources team, Communication and Outreach team, GESI and 
Governance team and DMEL and KM team resulting in establishment of systematic 
program/project design, knowledge generation, management and dissemination through 
effective monitoring and evaluation mechanism in place.  

 Contribute to the capacity building of CARE’s partners in the assigned thematic area. 
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R6. Upholding CARE’s Core values and ensuring its principles 

 Link and demonstrate CARE Nepal's core values, programming principles, strategic objects, 
gender equity, equality & social inclusion  in programming and behaviors 

 Comply and exercise organizational values and culture 

 Help to promote rights and good governance 

 Responsible for gender responsive behavior in all actions and decisions 
 

Authority: As per ASF  
 
Supervision: Program Manager / Team Leaders   
 
Working conditions: Based in Kathmandu with frequent field visits. 

 
PERSON SPECIFICATION REQUIREMENTS: 

Qualifications: 

Master’s Degree in gender studies, public health, education or social science or any other relevant 
subject  
 
Experience: 

A minimum of 7 years of working experience in development project management. Experience in senior 
program management roles in the field of women and girls’ empowerment, GBV, education, or sexual 
reproductive health rights is required.  
 
Skills and knowledge: 

 Excellent project and people management skills with program and budget analysis 

 Gender sensitive and responsive and experience in gender and inclusion  

 Proven ability to think analytically and critically and able to translate ideas and insights into 
action. 

 Strong leadership skill and ability to facilitate change 

 Ability to work together with government and other partners  

 Excellent advisory skills to build capacity of colleagues and partners  

 Excellent interpersonal skills, facilitation, communication, negotiation and networking skills 

 Excellent English and Nepali language skills, documentation and dissemination skills 

 In-depth knowledge on current political situation and inequity issues at policy and program levels 
in Nepal. 

 Excellent computer skills (MS packages such as Word, Excel, PowerPoint) 

 Ability to work under pressure and prepare good quality reports and other publications. 

 Experience in conducting in-depth gender-based research and analysis. Good experience in 
organization and individual capacity strengthening and conducting training for diverse target 
groups. 

 Excellent communication and writing skills and ability to work in a multi-cultural environment. 
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 Excellent cooperation skills with colleagues in multidisciplinary and multiethnic team. 

 Skills on community led-participatory assessment/analysis and action. 

Competencies: 

 Planning and organizing – Able to define work goals and objectives; develop and execute work 
plans; and contribute to the achievement of work group objectives and manage others to produce 
quality results  

 Team work – Able to work effectively with other people within a work group  

 Developing others – Able to foster the development of others by providing a supportive learning 
environment 

 Communicating and sharing ideas and information - Able to present information and express 
opinions confidently to internal and external audiences 

 Writing – Able to communicate ideas and information in writing to ensure that information and 
messages are understood and have the desired impact 

 Initiative – Deals with situations and issues proactively and persistently 

 Embracing and Valuing Diversity – Able to contribute effectively to a culture that positively values 
the diversity of people, values and ideas within CARE Nepal  

 Interpersonal sensitivity – Able to communicate with sensitivity and foster communication, 
actively listening to others 

 

 

Incumbent’s Signature: ……………………………………………….  Date: ………………….. 

 

 

Supervisor’s Signature: ……………………………………………….  Date: ………………….. 

 


