
Animal Health Training & Consultancy Service

Job Description

POSITION:
Project Officer (Program & MEAL)
Level:

AHTCS level 7/8
Responsible to: Project Coordinator/Executive Director
Location:
AHTCS HQ, Pokhara based with frequent travel to project sites 
JOB PURPOSE:
      Execution of Project implementation, project documentation and reporting and communication activities under SEWP project in all over project sites. 

MAIN DUTIES AND RESPONSIBILITIES:

1. Program Implementation & support (50%)

2. Project documentation and reporting (40%)
3. Media and communications (10%)

SPECIFIC TASKS UNDER MAIN DUTIES:
1.  Program Implementation and support
· Assist in developing detailed implementation plans, activity schedules, and resource requirements.

· Coordinate with project teams and field staff to ensure timely and effective execution of planned activities.

· Provide technical and operational support to project teams, Welfare Facilitators, vet technicians to ensure smooth field implementation.

· Ensure activities align with project objectives, guidelines, and AHTCS standards.

· Coordinate with government line agencies, community groups, local partners, and other stakeholders to strengthen collaboration and promote project objectives.

· Facilitate integration of equine welfare, health, and related components into local plans and programs.

· Assist in logistical arrangements for field visits, trainings, events, and other project activities.

· Ensure compliance with organizational procedures and donor requirements.
2.  Project documentation and reporting
· Assist PC to prepare monthly/quarterly/semi-annually/annual Progress/ Narrative reports to donors, 

· Collect and prepare success stories and case studies about interesting and relevant activities in English and Nepali language, 
· Manage the collection, filing, record keeping and security of information and documents,
· Develop and design behavioral communication materials in coordination and support of project staff. 

3.    Media and communications
· Build and maintain excellent communication and strong relationships with field team and ensure regular, timely and accurate information flow both nationally and internationally,
· Develop content and regularly update for digital engagement such as blogs, Facebook, and the AHTCS website, 

· Archive and maintain a good record of photographs received and collected from the field, 

· Manage the production of videos highlighting the AHTCS’s work,
· Proactively seek out interesting story ideas and news to generate media interest in 

AHTCS’ work, 

· Maintain and engage with a list of relevant media/journalists contacts writing on animal welfare issues, 

· Organize media visits to AHTCS operational areas time to time,
· Assist the Executive Director and Project Coordinator on day-to-day operational information needs.
REQUIRED KNOWLEDGE, ABILITIES AND ATTITUDES:
1. Qualification and experience:
· Bachelor’s degree in Data Sciences, Veterinary Science, Animal Science, Agriculture, Development Studies, Social Sciences, or a related field.

· Minimum 2 years of experience in program implementation, monitoring and evaluation, or project coordination within NGOs/INGOs or development projects.

· Experience working in animal health, livestock, equine welfare, or community-based welfare programs is highly preferred.

· Proven experience in MEAL systems, including data collection, analysis, reporting, and documentation.

· Experience using digital data collection tools is an advantage.

· Experience working with government agencies, local stakeholders, and community-level service providers.
2. Abilities and Skills:
·  Strong skills and proven ability in planning, problem solving and leadership

·  Ability/self-discipline to develop personal goals and to achieve as well as to evaluate them
· Able to coach/encourage people 

· Good spoken and written English language and computer skills

· Strong analytical skills, judgment and decision-making ability

· A self-motivator able to work unsupervised and ability to use initiative

· Capable of delivering results to agreed deadlines and standards

 3. Attitudes:
· Willing to self-technical update and advancement

· Openness to change the experimentation for greater effectiveness

· Good team player

· Honesty, Integrity, and Openness in relationship

· Professionalism, Enthusiasm and Excellence in work

· Commitment to AHTCS values and its strategic plan

· Willing to serve the communities/partners

· Politeness, gratefulness, and respectable behavior that gives AHTCS a positive reputation
This job description is subject to review and change in consultation with concerned staff.
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