Animal Health Training and Consultancy Service (AHTCS)
Job Description

Job Title:
Executive Director
Duty Station: Pokhara based job with occasional travel to project sites/Kathmandu as and when required.
Reports to:
Chairperson/Executive Committee, AHTCS
Summary
The Executive Director drives the strategic and organizational development of AHTCS, in particular overall expansion of projects that fits to organizational objectives along with support to technical components of the project, research and volunteer placement. The protection of the organization’s financial assets while ensuring compliance with board directives and applicable grantor, district and national government requirements. Further, the position also provides leadership and overall management direction to ensure that research related to animal care and its cross-cutting issues is done with appropriate support systems with researchers and collaborators.
Key Accountabilities:
The Executive Director will be responsible for carrying out the following functions:  

Leadership

· Participate with the executive committee in developing a vision and strategic plan to guide the organization
· Identify, assess and inform the committee of internal and external issues that affect the organization.

· Act as a professional advisor to the executive committee on all aspects of the organization’s activities

· Foster effective team work between the board and executive director and between the executive director and staff

· Conduct official correspondence on behalf of the organization 

· Represent the organization at community activities to enhance the organization’s community profile.

Operational planning and management
· Develop an operational plan which incorporates goals and objectives that work towards the strategic direction of the organization.

· Ensure that the operation of the organization meets the expectations of its partners, board and funders.

· Develop appropriate strategy, policy and procedure documents for board review and implement approved policies and procedures

· Develop and annually review program and budget

· Review current governance structure and develop procedures to guide interface with board 
· Oversee the efficient and effective day-to-day operation of the organization.

· Ensure that personnel, partners, donor and volunteer files are securely stored and confidentiality is maintained.

· Provide support to the board by preparing meeting agenda and supporting materials.

Program planning and management
· Oversee the planning, implementation and evaluation of the organization’s program and services

· Ensure that the programs and services offered by the organization contribute to the organization’s mission and reflect the priorities of the board.
· Monitor the day-to-day delivery of the programs and services of the organization to maintain or improve quality.

· Oversee the planning, implementation, execution and evaluation of projects.

· Identify and track opportunities for consideration that fall within overall organizational strategy

· Lead the project development process and communicate to related funders.

Research and development
· Identify the research priority and develop research outline and responsible, under the general guidance of the investigators, for undertaking the programme of work
· Prepare reports of appropriate research results for public presentation through seminars and conference. Contribute to writing papers summarizing research finding for publication.
· Develop, in collaboration with the investigators, new techniques as maybe necessary to achieve the objective of the research.
· Assist in the supervision of the student or staff projects as necessary.
· Monitor the use of intervention
· Make research initiatives and original contributions to the research programme.
Resource Development
· Develop and propose strategies, action plans and approaches for mobilizing financial, human and technical resources to support AHTCS’s work

· In collaboration with the executive committee, identify donor agency, government and private funding to sustain AHTCS program activities 

· Provide support in planning and execution of fund management activities

· Search requests for proposals, and assist in the formulation of new proposals within project teams  


Financial Planning and Management
· Work with finance staff and board to prepare a comprehensive budget.

· Research funding sources, oversee the development of fund-raising plans and write funding proposals to increase the fund of the organization.

· Approve expenditures and ensure that sound bookkeeping and accounting procedures are followed.

· Administer the funds of the organization according to the approved budget and monitor the monthly cash flow of the organization.

·  Provide the board with comprehensive, regular reports on the revenues and expenditures of the organization.

· Ensure that organization complies with all legislation covering taxation and withholdings payments.
· Sign contracts, leases, and binding agreements on behalf of the organization.

Human Resource Management
· Determine staffing requirement for organization management and program delivery.
· Oversee the implementation of the human resources polices, procedures and practices including the development of job descriptions for all staff.

· Establish a positive, healthy and safe work environment in accordance with all appropriate legislation and regulations.

· Ensure that sound recruitment interview and selection of staff procedures are followed

· Ensure that all staff receives an orientation to the organization and that appropriate training is provided.

· Implement a performance management process for all staff which includes monitoring the performance of staff on an on-going basis and conducting an annual performance review.

· Coach and mentor staff as appropriate to improve performance.

· Discipline staff when necessary, using appropriate techniques; release staff when necessary using appropriate and legally defensible procedures.

Technical services

· Provide technical support to project cycle management

· Provide appropriate suggestion on technical matter

· Report to concerned authority on the related matter and develop critical technical report.

Community relations/Advocacy

· Communicate with stakeholders to keep them informed of the work of the organization and to identify changes in the community serviced by the organization.

· Establish good working relationship and collaborative arrangements with community groups, funders, politicians and other organizations to help achieve the goals of the organization.

Risk Management
· Identify and evaluate the risks to the organization’s people (partners, staff, management, and volunteers), property, finance, goodwill and image and implement measures to control risks.
· Ensure that the organization carries appropriate and adequate insurance coverage and also ensure that staff understands the terms, condition and limitations of the insurance coverage.
· Review security risk management plan and use the standard operating protocols appropriately.
Qualification requirements
Attainment of Master degree preferably PhD in Veterinary Science or Animal Science and experiences in project development, management and reporting.

Language skills

Since all the correspondence and reporting to funders are done in English, so applicant must be a good user of English. Ability to read, analyze, and interpret general periodicals, professional journals, financial reports and technical procedures in English.
Other skills and abilities
· Excellent interpersonal and networking skills.
· Strong skills and proven ability in planning, problem identification and its solution
· Ability/self-discipline to develop personal plans and to evaluate them
· Strong analytical skills, judgment and decision-making ability
· Experience of communicating clearly and confidently both verbally and in writing
· A self motivator able to work unsupervised and ability to use initiative
· Capable of delivering results to agreed deadlines and standards
· Able to and by example coach/encourage people
· Excellent verbal and written communication skill both in Nepali and English languages
· Commitment to vision and values of AHTCS.
· Ability to develop and maintain good working relationships with staff at all levels.
· Willingness and ability to make field visits for review, supervision, training, and support.
· Ability to coordinate and communicate with senior staff/Executive Committee.
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