
    Terms of Reference 
 
 
 
1. POSITION TITLE Regional Programme Coordinator 

2. FUNCTIONAL GRADE M1 

3. WORK PERCENTAGE 100% 

4. LOCATION IUCN ESARO Regional Office, Nairobi, Kenya  
 
5. REPORTING RESPONSIBILITIES  
The reporting responsibilities of this position are as follows: 
Reporting to;  
5.1 Direct Reporting Line Reporting Areas 
5.1.1 Direct Reporting Line  
IUCN ESARO Regional Director 

Reporting Areas  
All matters pertaining to the role 

5.1.2 Functional Reporting Line  
 

Reporting Areas 
 

5.2 Direct Reports  
5.2.1 Permanent Direct Reports Reporting Areas 
IUCN Thematic Technical Coordinators All matters pertaining to the thematic programmes 
5.2.2 Temporary Direct Reports 
 

Reporting Areas 

5.3 Functional Reports Reporting Areas 
(a) Head of Country Offices  

(b) Strategic Partnerships & Programme Development 
Coordinator  

All matters pertaining to the programmes in the country 
office. 
 
All matters relating to programme mobilisation support. 

5.5 External Reports Reporting Areas 
  
 
6. RESPONSIBILITIES 
 
Reporting to the Regional Director for IUCN Eastern and Southern Africa Region (IUCN ESARO), the Regional Programme 
Coordinator (RPC) is a member of the senior management team.   She/he will be responsible for the strategic development, 
steering and monitoring of the IUCN ESARO Programme, which consists of programmes and projects that are implemented in 
close partnership with IUCN members, Commissions and partners and are linked with global thematic programmes based at 
IUCN Headquarters in Switzerland and elsewhere.  The RPC will represent the IUCN ESARO programme at the highest 
levels and will be responsible for ensuring successful programme delivery, outcomes and impact. She/he will establish 
excellent senior level relationships across the various sectors including governments and donors in the region.   
 
7.  SPECIC DUTIES 
 
7.1 Overall Planning and Management of ESARO 
o Coordinate IUCN’s ESARO work plan in close collaboration with IUCN’s Members, Commissions and Partners in the 

region. 
o Coordinate and lead on the preparation of the Inter-sessional 4-year plans, situation analysis and business plans as 

needed. 
o Ensure coordination and linkage between IUCN Secretariat component programmes (global thematic 

programmes and regional programmes). 
o Ensure that standards for individual and programme performance are put in place and used. 
o Manage the monthly and annual reporting process in a manner that meets IUCN’s reporting requirements. 
o Ensure that human capacity and financial resources match programme needs in liaison with the Regional 

Director, Regional Technical Coordinators, Regional HR and Finance Managers. 
o Implement an integrated training programme at regional level in programme planning and project cycle 

management, monitoring and evaluation and reporting. 
o Provide regular update to the Regional Director on changes and trends related to IUCN ESARO’s work plan. 
o Participate in the senior regional meetings preparing the reports related to projects portfolio and ESARO’s work 

plan monitoring. 
 
 

 



7.2 Managing the project portfolio 
o Provide overall strategic guidance and technical leadership ensuring effective development and maintenance of the 

region’s project portfolio and pipeline, including project formulation, submission to donors, implementation, 
monitoring and delivery of high quality technical reports and products. 

o Supervise the overall financial management and viability of the project portfolio, manage and report on funds used in 
project activities as per IUCN rules and regulations and maximize opportunities for developing long-term relations 
with donors. 

o Assist Finance in regular monitoring of the thematic programme’s budgets and advise programme managers and the 
Regional Director on progress and problems associated with programme and budget delivery. 

o Maintain the Regional Consolidated project pipeline (ABC List) and oversee that project information in the IUCN project 
portal is updated. 

o Ensure the implementation of a regular planning cycle, the use of a common set of methods and tools and 
standards for planning in ESARO, and 

o Monitor the quality of planning activities and planning skills at all levels and ensure that a monitoring and 
feedback process is in place. 

 
7.3 Coordination of Thematic Units 
o Provide overall substantive and strategic guidance and operational management of the IUCN ESARO thematic 

Units and country offices. This includes planning, approval, implementation, monitoring, evaluation and 
reporting. 

o Provide technical advice to countries of the ESARO Region to support project implementation and coordination of 
all project activities within these programmes with the international donor community. 

o Coordinate with Global Thematic Programmes towards a unified regional strategy to ensure smooth programme 
implementation. 

o Develop, implement and review annual work programmes and project activities that contribute to the emergence of a 
strategic IUCN programme at the regional level, in association with relevant IUCN members, commissions and 
partners. 

o Coach, support and line-manage Technical Co-ordinators, Programme Managers, and consultants in the 
management of all projects, in accordance with the relevant procedures and in order to achieve anticipated outputs 
and outcomes. 

o Develop a high-performance culture and provide high quality leadership and support to programme managers, 
project teams to deliver the IUCN ESARO programme strategy.  

o Ensure timely preparation and submission of the required progress reports to donors and any other required progress 
reports. 

o Provide leadership in feeding the results of project/programme activities into ESAROs communication activities, and 
respond to requests about the programme. 

o Represent IUCN in relevant fora (international conventions, policy forums, national and international meetings 
etc.), at the request of the Regional Director, giving appropriate and high quality technical representation of the 
programme. 

o Undertaking other tasks at the request of the Regional Director to ensure the effective implementation of the 
programme, and 

o Develop new initiatives and responses to emerging issues. 
 
7.4 Resource Mobilisation 
o Build, prioritize and manage a pipeline of prospective development partners and donors. 
o Help shape the broader strategy for engaging partners at scale as effort matures  
o Design and supervise implementation of team processes and tools that support donor engagement. 
o Support and enable programme team in the design of potential program interventions and coordinate closely with 

respective donors. 
o Lead the development of project proposals that fit in the overall ESARO work plan priorities for submission to donors. 
o Ensure strong grants management to create trust and engagement with the donor for accessing future resources and 

increased credibility 
 
7.5 Capacity Building 
o Oversee the coordination of capacity building initiatives in programme and project management aspects in 

accordance with the needs of the programme and project staff specifically in areas of project planning, needs 
assessments, monitoring and evaluation, programme and project reviews, budget formulation and reviews, etc. 

 
 
 
 
 
 
 



8.  KNOWLEDGE, SKILLS AND COMPETENCIES: 
 

8.1 Education 
o Postgraduate/advanced degree in a subject related to conservation and sustainable development, e.g. 

environmental economics, biology, environmental sciences. 
o Computer literacy in relation to office applications (word processing, spreadsheets, powerpoint) use of internet and 

online communication tools; 
 

8.2 Work experience  
o Extensive background in project design, development, management and monitoring, with at least 15 years’ 

experience in managing successful multinational conservation and/or sustainable development programmes in an 
international environment. 

o At least 8 years’ work experience in an international environment, preferably in countries covered by the IUCN ESARO 
region 

o High level of knowledge about international and Eastern and Southern Africa technical and political issues; related to 
biodiversity, nature conservation and sustainable development. 

o Extensive knowledge in strategic planning, conservation policy, project/programme cycle management, 
performance management and monitoring and evaluation. 

o Proven capacity for fundraising through bilateral or multilateral partners. 
o Proven abilities for developing, resourcing and leading large budget, multiple projects spanning numerous technical 

specialties. 
o Excellent technical and report writing skills 

 
8.3 Language requirement 
o Excellent verbal and written communication skills English.  Fluency in Portuguese is highly desirable but not essential. 
 
8.4 Competencies 
8.4.1. Core Competencies 
o Transparency:   Able to build trust and contribute to informed and responsible decision making by carrying out the 

work of IUCN in a transparent manner; provides clear guidance to ensure that objectives and desired measurable results 
are understood by members of the team. 

o Inclusiveness:   Understands and accepts cultural diversity, and provide a tolerant, positive and supportive working 
environment that fosters respect for diversity, demonstrates ability to work in a multicultural, multi ethnic environment 
and to maintain effective working relations with people of different nationalities and cultural backgrounds. 

o Professionalism:  Promote the organization’s interests, objectives and values in a diligent and professional manner. 
o Accountability:   Takes responsibility of individual and collective actions, promotes the IUCN One Programme 

approach. 
 

8.4.2 Functional competencies 
 
The Regional Programme Coordinator should be able to demonstrate the following competencies: 
 
8.4.2.1 Leadership abilities and experience, maturity and management skills, characterized by: 
o A deep sense of self-awareness as evidenced by the ability to articulate one’s own strengths, weaknesses and one’s 

impact on others. 
o Unimpeachable integrity as evidenced by behavior, communication style and way of handling ambiguous or difficult 

situations. 
o Demonstrated ability to manage and lead the work of the Secretariat with diverse skills, personalities, and backgrounds. 
o Proven ability to effectively delegate, empower and motivate staff and others.  
o Experience developing teams and individuals and effectively leading improvement and change. 
o Clear commitment to fostering a culture of high performance and accountability, demonstrated in the ability to manage 

by results, differentiate performance and assertively give feedback and take decisive action when necessary. 
o Demonstrated ability to both plan and take action, keeping the staff focused on priorities. 
o Demonstrated experience in the selection, coaching and appraisal of staff. 
o Demonstrated experience building teams diverse in gender, nationality and background to achieve business results. This 

commitment to diversity and inclusion should be exemplified through staffing decisions (recruitment, promotion, 
recognition, etc.) and the ability to model behaviors that promote a more inclusive organizational culture. 

 
8.4.2.2 Senior management experience, characterized by: 
o Demonstrated experience and achievements in organizational, financial and personnel management, and in 

decision-making. 
o Proven experience in maintaining and nurturing expert networks with demonstrated ability to handle politically and 

culturally sensitive issues.  



o Maintain a positive work environment that facilitates collaboration and information sharing and is conducive to 
attracting, retaining, and motivating diverse talent; 

o Demonstrated ability to establish relationships and influence peer agencies, local governments and community leaders 
to work effectively towards a common and agreed upon result. 
 

8.4.2.3 Professional competencies, characterized by:  
o Good understanding of world affairs and experience with the workings of Multilateral Environmental Agreements and 

governmental and non-governmental institutions.  
o Good analytical skills and a demonstrated ability to think strategically.  
o Ability and commitment to act in accordance with the core values of integrity, respect for diversity and professionalism 

as spelled out in IUCN’s Code of Conduct and Professional Ethics. 
 
8.4.2.4 Sound judgment and decision making, characterized by: 
o Experience in identifying key issues in a complex situation, and consulting, gathering, and analyzing relevant 

information before proposing and implementing decisive actions or recommendations. 
o Well-organized and logical in thought and action. 
o Ability to foresee and manage risk.  
 

 
 

Please Note: The above TOR contains the main responsibilities and duties of this position. However in an ever evolving organisation 
such as IUCN staff members are expected to show flexibility in their approach to work and be willing to undertake other tasks that are 
reasonably allocated to them but which are not part of their regular TOR. Where any task becomes a regular part of staff member’s 
responsibilities, the TOR should be changed in consultation between the manager, the staff member and the HR Unit. Any one of the 
three may initiate the consultation.  
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