
CARE Emergency Response Team
JOB SUMMARIES

Detailed below is a summary of emergency positions that are most likely to arise when CARE responds to a humanitarian emergency and requires staff to support its work. Please refer to the individual Terms of Reference (ToR) for each position listed, this provides full details on the tasks, responsibilities and the selection criteria specified. Positions are categorised into 3 fields: Assessment and Coordination, Program Support and Technical Sectors.

	Management/Leadership/Coordination

	Job Title
	Job Definition/Summary of Responsibilities

	Team Leader 
	Leader of an Emergency Response Team, responsible and accountable for developing, coordinating and managing all emergency activities. The Team Leader is responsible for the quality and effectiveness of CARE’s emergency response and has overall responsibility for the security and well being of staff.

	Assessment and Coordination 
	Accurately assess the humanitarian situation on the ground during the first phase of a humanitarian emergency to inform CARE’s rapid response and the resource and programming implications thereof. This information will provide a framework for CARE’s response and provide data for analysis to determine how CARE can most appropriately intervene and effectively add value.

	Programme Support

	Job Title
	Job Definition/Summary of Responsibilities


	Safety & Security 
	Ensure the safety, security and well-being of CARE International personnel who work under circumstances that are frequently difficult, dangerous and sometimes life-threatening.  Ensure all reasonable steps are taken to safeguard CARE’s assets and operations.

	Finance 
	Ensure the financial viability of the emergency intervention, the management of CI mobilized resources, and the transition of the financial responsibility to the country office. Specific responsibilities include; assessment of financial needs and cash flow requirements, financial planning (inc. budget submissions), contract management, national payroll (when necessary), financial reporting and audit. In addition, this posiiton will need to identify and resolve any financial management problems which may arise, facilitate the involvement of CARE Members in the development and funding of projects, and provide appropriate training in finance policies and procedures for emergency personnel.

	Human Resources

& Administration 
	Ensure the necessary human resources, administrative infrastructure and support systems are in place for the rapid and effective mobilisation and management of emergency personnel.

	Information Management 
	Assist the Country Office to coordinate information related to the emergency situation and CARE’s response in order to service the internal information needs of the CARE International Members. In addition, where CARE is playing an Interagency Co-ordination role, this position could be involved in supporting the Team Leader by assisting with this role through internal information management.

	Tele-

Communications
	Ensures the timely and effective set-up, use and maintenance of the necessary telecommunication infrastructure under circumstances that may be difficult and dangerous. This position also ensures that all relevant staff are able to make efficient use of all telecommunication equipment. 

	Media 
	Maximize positive media coverage and fundraising opportunities for CARE International by highlighting the humanitarian situation and CARE's emergency operations.

	Logistics 
	Ensure the efficient and timely movement of food and non-food relief supplies to points of distribution. Arrange and manage the necessary support facilities (such as fuel storage, radio equipment operations, vehicle maintenance, computers & office equipment / supplies) and associated procedures needed to support the operation. Job responsibilities are very broad and may include anything needed to set up and maintain operations and frequently involve work with other agencies to accomplish this objective.

	Commodity Management
	Frequently, in providing assistance to victims of a disaster, the actual management of support materials such as food, non-food and shelter materials is a responsibility undertaken by CARE. This is usually done in complement to commodity and materials logistics and storage and as part of a camp or settlement management. Proper coordination and management of all types of commodities becomes a critical component of the operations. In order to build up the Country Office capacity to effectively respond to the humanitarian crisis in the region, it is critical to put in place experienced and competent staff to support emergency programs, and as such the position of a Commodity Manager becomes an integral part of the staffing in emergency operations.

	Procurement 
	Support the emergency operations through the procurement of all necessary supplies.

	Technical Sectors

	Job Title
	Job Definition/Summary of Responsibilities

	Proposal Writing
	Provide the conceptual and writing skills needed to write concept papers and proposals with which to secure funding for emergency programmes. A good understanding of donor guidelines is required.

	Project Management
	Ensure the appropriate and professional implementation of projects in the most effective manner possible.  In particular to make every effort to ensure that the Project’s objectives/outputs are achieved according to the workplan and within the contracted project period according to donor guidelines.

	Monitoring & Evaluation
	Systematic implementation of monitoring and evaluation (M&E) systems should aim to increase the quality of a CARE International emergency response over time and ensure an appropriate level of accountability. The M&E framework seeks to integrate accountability, performance review, use of lessons-learned to guide decision-making and institutional learning within CARE International. 

	Food Distribution/Food Security
	Support and/or manage CARE food distribution activities, including such tasks as beneficiary registration, targeting, preparation of distribution plans, overseeing implementation, national staff hiring, logistics coordination for food distribution, monitoring, evaluation, and reporting. Review of current food distribution procedures and undertake on-the job training for the distribution staff on various subjects that include; site distribution set up, scooping/group distributions, dealing with scooping errors, commodity receipts and stacking, waybills, warehousing procedures, formation and operation of Relief Committees, crowd control, preparation of daily distributions reports, and applying humanitarian assistance principles during distributions. Possibly represent CARE at food aid coordination meetings and other program related coordination forums.

	Nutrition
	Oversee all aspects of nutrition in an emergency including initial ration development, needs assessment and special needs (i.e. micronutrient, infant feeding,) assessments, coordination of procurement for special needs, training of staff and volunteers, organization of nutritional educational support programs, monitoring and evaluation.  He or she works in coordination with logistics and health mangers/coordinators. 

	Camp Management
	Where populations have migrated across international borders and thus become refugees and where populations have moved within a political territory, special concerns arise for their health and maintenance.  Refugee and Internally Displaced Persons (IDPs) settlements are often referred to as camps.  As there is usually no advance planning for the initial settlements, provision of services is difficult.  The aim is to cluster households in a reasonably organized manner to allow a healthier environment.  From the inception of an influx and before planned and better organized camps can be established, there is a need for Camp Management, which links the many services and needs of these communities.

	Water & Sanitation 
	Responsible for assessment, design and implementation of the water and sanitation component of CARE’s emergency response. This position will need to co-ordinate with other team members, especially logistics, health and technical sectors, to ensure a rapid, proportionate and effective response. He/She will need to ensure response to immediate watsan problems with simultaneous consideration of longer term needs and possible scenarios. 

	Shelter & Reconstruction
	Responsible for assessment, design and implementation of the shelter and reconstruction component of CARE’s emergency response. The specialist will need to co-ordinate with other team members, especially logistics, camp management and technical sectors, to ensure a rapid, proportionate and effective response. He/She will need to ensure response to immediate shelter problems with simultaneous consideration of longer-term needs and possible scenarios. 

	Psycho-Social 
	Appraises the needs for psycho-social interventions in the Country of Operation. In support of the Country Office, s/he will play a lead role in conducting specialist needs assessment and advising on the strategic direction of this intervention/sector. S/he will closely co-ordinate with the Country Office to ensure the interventions fall within the overall programme strategy of the Country Office. 

	Public Health 
	Responsible for conducting rapid health assessments, then planning, coordinating, implementing and monitoring emergency health interventions. Emergency Health in disaster settings is primarily concerned with those epidemiological and environmental aspects of public health relevant to mental and physical well-being, rather than the more clinical aspects of emergency 'medical' relief. Sectors will therefore include: water, sanitation, food, nutrition, and shelter, as well as preventive health measures such as immunisation, communicable disease control, and reproductive and mental health. In addition, input may be required in the establishment of emergency disease surveillance systems, pharmaceutical and disposable supply, and laboratory services.

	Reproductive Health 
	Oversee all aspects of reproductive health in an emergency, including implementation of the Minimal Initial Service Package (MISP), which is designed to provide an immediate RH response at the onset of an emergency and requires no assessment.  The MISP includes provision of emergency obstetrical services and referral, HIV/AIDS prevention activities, prevention and management of gender-based violence, and planning for comprehensive RH services integrated into PHC services. This position also provides technical advice and assistance on RH issues, liaises with national and regional authorities and other authorities responsible for coordinating the medical and health response, creates and/or adapts standardized RH programs which are integrated into PHC services, introduces standardized protocols appropriate to RH services, develops or adapts monitoring and evaluation systems, and trains staff and volunteers.  He or she works in coordination with logistics, nutrition, HIV/AIDS managers/coordinators, and health managers/coordinators.

	Protection
	Responsible for integrating protection strategies into program activities to ensure that CARE’s projects will have no direct or indirect negative (unsafe or insecure) impact on the local/IDP populations. S/he will use CARE’s Benefit/Harm tools to judge the implications of relief programs. S/he will monitor the human rights situation of the conflict affected population, will advise CARE staff on use of RBA tools in relief programming and help to develop a strategy for mainstreaming IHL and code of conduct amongst CARE staff and target population.

	Gender & Diversity 
	Ensure that CARE’s rapid emergency response teams fully incorporate and mainstream sensitivity to gender and diversity issues in all aspects of a rapid response – including team preparation, assessment, design, operations, M&E, and liaison and advocacy. S/he will operate as a conduit for the voices of women and vulnerable groups among the affected population, as a technical advisor to other team members, and as a resource and advocate on gender and diversity issues for the wider emergency response community. Because of the deeply contextual nature of gender and broader social relations, the postholder will work in close partnership with local gender/diversity contacts in the Country Office or external agencies – drawing on local understanding of gender relations, and locally appropriate methods of advancing all associated responsibilities. 

	Advocacy
	Responsible for the development and implementation of an advocacy strategy aimed at establishing and consolidating peace; improving human rights, security and access to humanitarian assistance and supporting civil society.  S/he will develop strategic policy positions; to undertake policy influence activities with decision makers; to arrange regular consultation meetings and briefings with key stakeholders, e.g donors, government officials, UN representatives. S/he will be responsible for overseeing the implementation of the strategy and to ensure that aims and objectives of the programme are implemented according to agreed plans.
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