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POSITION DESCRIPTION

Title: PROGRAM OFFICER

Category: Full-Time

Reports To: Country Director, Bangladesh
Direct Reports: None

Location: Dhaka, Bangladesh

Effective Date: 2 March 2015

INTRODUCTION

750 million people — about one in nine — lack access to safe water; 2.5 billion people lack access to a
toilet. At Water.org, we are dedicated to changing this. Join us.

At Water.org we envision the day when everyone in the world can take a safe drink of water and
experience the dignity of a toilet. For 25 years, we have been at the forefront of developing and
delivering solutions to the water crisis. Founded by Gary White and Matt Damon, Water.org pioneers
innovative, community-driven, and market-based solutions to ensure all people have access to safe
water and sanitation; giving women hope, children health, and communities a future. To date,
Water.org has positively transformed more than 3 million lives across Africa, Asia and Latin America.

SUMMARY

The Program Officer is responsible for monitoring and supporting Water.org partner organizations in the
implementation of programs. This position acts as a subject matter resource to partners in topics such
as program design and implementation, WaterCredit, microfinance, and/or WASH. This position is
responsible for assisting with identifying new partners, onboarding new partners, assisting partners with
the design and startup of new programs, supporting the ongoing implementation of partner programs,
trouble-shooting, and program monitoring. Additionally, this position may be responsible for assisting
with the development and establishment of new programmatic and operational procedures, systems
and guidelines. This position reports to the Country Director and works closely with Program Mangers at
the Water.org head office in the US.
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CORE RESPONSIBILITIES

The key areas of responsibility for this position include, but are not limited to the following. The Country
Director retains the right to adapt, change, or reassign staff responsibilities based on the needs of the
organization.

1 Program Management — Manage ongoing WaterCredit programs in partnership with 70%
Bangladesh and U.S.-based staff, including program and financial management, partner
development, and program monitoring and evaluation. Assist partners to identify
potential sources of capital for their WaterCredit programs. Key tasks include, but are
not limited to:

a. Maintain relationships with partners and establish regular communication
regarding program implementation activities.

b. Provide support to partners by sharing best practices and assisting with problem
solving when issues arise.

c. Where possible, assist partners in identifying sources of loan capital to ensure
the ongoing viability of their WaterCredit portfolios.

d. Establish a regular schedule for monitoring partner program in accordance with
Water.org guidelines, and conduct monitoring visits and reports according to
schedule.

e. Maintain regular contact with Water.org US program managers to submit
partner reports, inform about partner progress and report any issues impacting
achievement of program deliverables.

2 Data Management — Collect, verify and manage data and information from partners to 15%
track program performance, enhance WaterCredit activities, and support the mission of
Water.org. Key tasks include, but are not limited to:

a. Work closely with partners to ensure required reports are accurate and
submitted on time.

b. Train partners on the use of the WaterPortal. Upload partner data or review and
approve data uploaded by partners into the WaterPortal.

c. Verify data submitted by partners is accurate during program monitoring visits.

3  Program Design and Development — Participate with partners in the design of 7%
WaterCredit programs, including planning and budgeting, product development,
marketing, internal monitoring, and coordination with WASH stakeholders. Key tasks
include, but are not limited to:

a. Work with partners to determine appropriate program targets and deliverables,
which are ambitious but achievable with in the program period.

b. Assist partners in the design of their program work plan and budget ensuring
they are allocating adequate resources and personnel for successful completion
of deliverables.

c. Assist partners in designing appropriate internal monitoring and evaluation
protocols for the successful outcomes of their program.
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4  Organizational Support — Participate in assisting with the development of new tools 6%
and processes, membership on cross-functional committees as requested, and/or
participation at internal or external conferences or workshops. Key tasks include, but
are not limited to:

a. Participate in cross-functional committees and working groups to support the
achievement of group goals.

b. Assist in the development of new tools, processes and/or procedures to gain
efficiencies in the execution of work.

c. Serve as a knowledge base for Water.org and represent Water.org at events and
in written publications to advance the organizational mission and vision.

5 New Business Development — Conduct outreach among financial institutions, non- 2%
governmental organizations, product manufacturers, utilities and other related
organizations regarding the potential for adoption of WaterCredit. Participate in
certification of new partner organizations for the implementation of WaterCredit
programs. Key tasks include, but are not limited to:

a. Landscape and assist with identification of additional stakeholders for potential
collaboration.
b. Participate in the certification of new partners.

CORE COMPETANCIES

Planning and Organizing - Plans and organizes key responsibilities and tasks to achieve program
deliverables and objectives. Effectively sets priorities and schedules work and activities to accomplish
organizational goals. Allocates and uses resources properly.

Initiative — Proactively takes action to influence events, pays close attention to detail, accuracy and
completeness, generates ideas for improvement, takes advantage of opportunities, and suggests
innovations.

Communication — Listens actively and checks for clear understanding, expresses ideas concisely and
effectively, and organizes and delivers information appropriately in one-on-one, small group, large
group, or presentation settings.

Integrity — Shares complete and accurate information, maintains confidentiality and meets personal

commitments, adheres to organizational policies and procedures, and speaks openly and candidly when
problems arise that could represent risk to the organization.
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QUALIFCATIONS
e Master’s Degree in related field
e At least five years of relevant experience with microfinance institutions, in the Water, Sanitation
and Health (WASH) sector, in the international development sector, and/or other related
organizations and sectors

e Demonstrated proficiency in facilitation and capacity building skills to ensure collaboration and
linkages between Water.org, partners, donors and other stakeholders

e Experience reporting to and working with institutional donors in the international development
arena, particularly with respect to WASH and microfinance

e Advanced knowledge of computer applications, including but not limited to MS Office products
and database software

e Innovative mind-set oriented toward constructive problem-solving, proactive strategic
development and thought leadership

e Project management experience

e Strong desire to contribute to increased access to water and sanitation
e Fluency in Bangla and English required

o Willingness to travel up to 25% of time

e Must have Bangladesh citizenship or work permit

SALARY/BENEFITS

This position offers full-time benefits, including medical/dental insurance, life and disability insurance,
retirement program and periodic review for merit and incentive pay based on organizational and
personal achievement. Salary will be based on education and experience, and will coincide with similar
nonprofit organizations in international development.

Application Information
Please apply at http://water.org/about/careers/ . Please title your attachments with lastname,
firstname. Submissions will be reviewed as they are received.

PLEASE DO NOT CONTACT US FOR STATUS UPDATES.

Water.org is an equal opportunity employer and does not and shall not discriminate on the basis of race, color, religion (creed), gender, gender
expression, age, national origin (ancestry), disability, marital status, sexual orientation, or military status, in any of its activities or operations.
We are committed to providing an inclusive and welcoming environment.

For more information on Water.org, please visit www.water.org and www.watercredit.org.
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