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1.0 POSITION: POLICY UNIT COORDINATOR
A
POSITION IDENTIFICATION

Department: 
Policy Unit




Job Title:  Policy Unit Coordinator
Grade: TC3


Employee No/Job Code: 
             Title of Immediate Supervisor: Policy Unit Lead
Location: MLW, Blantyre




B
POSITION FUNCTION (PURPOSE):  In summary, why does the job exist? 
The Coordinator serves as a cornerstone in the MLW Policy Unit, ensuring project success by overseeing operations, adhering to protocols, and managing administrative tasks. Responsibilities include supporting the study team, coordinating activities, engaging stakeholders, managing timelines, ensuring regulatory compliance, monitoring data quality, facilitating communication, contributing to research strategy, assisting in grant proposals, and providing administrative support.
C
KEY ACCOUNTABILITIES/RESPONSIBILITIES: The major duties and tasks of this job.

           Technical Duties

1. Support the study team to meet project requirements.

2. Coordinate all project activities effectively.

3. Engage and collaborate with relevant stakeholders/partners.

4. Manage project timelines and milestones efficiently.

5. Initiate and support all regulatory processes related to the project.

6. Ensure adherence to protocols and monitor data quality closely.

7. Contribute to research strategy and operational activities as required.

8. Assist in the preparation of grant proposals and reports.

9. Support the dissemination of study findings to relevant audiences.

10. Utilize project management tools effectively to organize tasks.

          General Duties:

1. Organize and participate in study team meetings.

2. Manage documentation including minutes, reports, and templates.

3. Initiate and support procurement processes as needed.

4. Oversee financial transactions and grants related to the project.

5. Manage the unit's online presence and communication channels.

6. Ensure proper management of resources and equipment.

7. Support human resources processes within the unit.

8. Ensure compliance with health and safety regulations.

9. Maintain a positive and collaborative work environment within the team.

10. Handle any other administrative tasks assigned by the unit lead.
           Health and Safety.
· Ensuring the attendance of all scheduled and mandatory Health and Safety programs for section team members.
· Ensuring that Health and Safety rules are always followed within the section.

· Participate in health risk management exercises.

· Notify the line manager on all accidents and potential hazards.

Safeguarding
· To be well knowledgeable of the MLW safeguarding policy/provisions and act in accordance with these at all times.
D
QUALIFICATIONS: (i.e., Education, Training, and Experience Requirements). 

(a)
Education: Bachelor’s degree in public health or any related field.
(b)
Experience:  
· 3 years’ experience in research coordination, project management, and administration.
· Experience in project organization, financial management, and budgeting.
· Understanding of health research methodologies 
· Familiarity with regulatory requirements and ethical considerations in health-related research 

E
KEY COMPETENCIES/ATTRIBUTES AND SKILLS (e.g., IT Skills, Personality, Communication, Teamwork, etc.)

· Excellent organizational skills
· Social awareness
· Attention to detail
· Ability to manage challenging situations
· Proficiency in organizing tasks
· Ability to facilitate and support networks
· Strong interpersonal skills
· Adaptability to work in a multidisciplinary team
· Effective communication skills
· Capacity to manage multiple tasks simultaneously
· Proficiency in MS Office and project management tools
· Familiarity with social media platforms
· Design skills (an advantage)

F
WORK COMPLEXITY: The degree of complexity of the job, i.e., how simple, standardized, or complicated the work is:

· Complex:  The role requires a high-level focus and multitasking approach while delivering quality work. The nature of the work calls for strong coordination skills and teamwork within the Policy Unit team, and interactions with external stakeholders.
               Signature of Incumbent:………………..
Date:………………………………..
               Immediate Supervisor:………………………
Date………………………………….
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