	
	
	



[image: 
]
Application pack: Head of Institutional Relations (maternity cover)


Do you want to improve the lives of people with disabilities and vulnerable people?

Humanity & Inclusion UK is looking for a Head of Institutional Relations (maternity cover) to lead our engagement with institutional donors, programme partners and allies in the UK. This is a fantastic opportunity to lead a dynamic team in the delivery and implementation of an ambitious institutional relations strategy. With a particular focus on the FCDO and Start Network alongside  growing our Australian and Irish portfolios, you will build partnerships and maximise income and influence to achieve our strategic aims. As a member of the HI UK Leadership Team, you will also play an important role in shaping the culture and direction of the organisation as a whole.
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About Humanity & Inclusion

Humanity & Inclusion (HI) is an award-winning international charity working in situations of poverty and exclusion, conflict and disaster. We work tirelessly alongside disabled and vulnerable people to help meet their basic needs, improve their living conditions and promote respect for their dignity and fundamental rights.

Outraged by the injustice faced by people with disabilities and vulnerable populations, we aspire to a world of solidarity and inclusion, enriched by our differences, where everyone can live in dignity.

Since HI was founded in 1982, our work has benefitted tens of millions of people worldwide. In 2024, we ran 480 projects in 58 countries, directly supporting over 3.1 million people.

HI is a co-winner of the 1997 Nobel Peace Prize for our work towards banning and clearing anti-personnel landmines. We were also awarded the 2011 Hilton Humanitarian prize in recognition of our contribution to alleviating human suffering and supporting the most vulnerable people.


About Humanity & Inclusion UK (HI UK)

HI UK is a member of the HI Network, which is comprised of a Federation and eight national associations. As part of the Network, HI UK works towards a common strategy while maintaining its distinct identity as a UK charitable organisation. The HI Federation is responsible for implementing the Network’s social missions around the world. It operates under the names “Humanity & Inclusion” or “Handicap International”, depending on the country of operation.


Equal Opportunities Policy 

HI UK is committed to diversity and inclusion. We recognise that discrimination shapes the opportunities that many people have in society and that people have different needs in order to realise their full potential. 

Addressing this requires organisations to be proactive in creating environments that encourage the inclusion and development of all. Though we still have a long way to go, inclusion is central to our identity at HI UK and we are strongly committed to the continuous work that it requires.

We are particularly interested in hearing from candidates with disabilities and/or from Black and minority ethnic backgrounds, to help make us more representative. If you declare a disability and you meet the minimum requirements for the role, we will offer you an interview to demonstrate your skills. In the event that we receive a high level of applications for a role, we will invite those applicants who best meet the person specification. 
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Employee Benefits 

All employees are entitled to 28 days’ holiday per year in addition to UK public holidays (pro rata for part-time employees). Colleagues may also take an additional day off for their birthday.
Training and development opportunities are open to all staff and will be provided in order to support them to fulfil their roles. 
We value all our employees and strive to support them in their professional lives. This includes offering flexible-working opportunities, including home-working, flexible hours and two days’ volunteering leave each year.
We offer a competitive workplace pension scheme, matching contributions up to 6% of gross salary.
We are positive about employing persons with disabilities and are proud to be accredited as a Disability Confident Leader. 
We offer a Worklife Support Employee Assistance Programme, which provides confidential information, support and counselling. 
We strive to create a diverse and inclusive working environment, and we are constantly looking at ways to improve our policies, processes and culture.
Our office is a short distance from Waterloo train station and Lambeth North underground station in London. There are also lots of bus stops nearby. We share an open space with other charities. The working environment is fairly quiet, with bookable meeting rooms, booths for individual meetings, noise-reduction pods and other informal meeting spaces. We have lifts, accessible toilets and a shared kitchen area. We are open to discuss any reasonable adjustments you might need.


Job Description

Job title:		Head of Institutional Relations (maternity cover)
Organisation:	Humanity & Inclusion UK (HI UK)
Salary:		£51,934 per annum 
Hours: 		Full time (35 hours per week)
Duration:		12-month contract (maternity cover)
				ideal start date from 26th March
Location:	Office-based in London SE1. Working from home possible on a limited basis. The applicant must have the right to work in the UK
Department:		Institutional Relations	
Reporting to:	Chief Executive
Key linkages:	HI Federation

Background Information and Purpose of Post

The Head of Institutional Relations leads HI’s engagement with institutional donors, programme partners and allies in the UK, working closely with colleagues from across the global HI Federation, including our country programmes and our technical departments. 

You will lead a dynamic team in the delivery and implementation of an ambitious institutional relations strategy. With a particular focus on the FCDO and Start Network alongside growing our Australian and Irish portfolios, you will build partnerships and maximise income and influence to achieve our strategic aims. This will involve managing relations with a wide range of actors, building our profile and responding quickly and effectively to opportunities. You will oversee and strengthen our compliance with donor requirements, ensure our programmes are effectively supported to implement grants and consolidate our capacity to bid for and manage commercial contracts. 

As a member of the HI UK Leadership Team, you will also play an important role in shaping the culture and direction of the organisation as a whole.

Main Duties and Responsibilities 

Leadership and management

1. Implement our ambitious plan for institutional relations, staying aligned with the organisation’s objectives and responding appropriately to the external environment.
1. Contribute to the implementation of the network-wide institutional funding strategy. 
1. Lead, empower and motivate your team to achieve their goals, providing support as needed.
1. Manage the team budget, including planning, phasing and forecasting in line with the organisation’s financial procedures.
1. Participate as an active and constructive member of the Leadership Team, promoting a positive culture, modelling excellent behaviour and supporting cross-organisational initiatives.
1. Provide timely and accurate reporting to the Chief Executive, trustees and Federation as required.

Institutional Relations

1. Lead the team in ambitious engagement strategies for all donors in the portfolio, particularly the FCDO, Start Network, Australian DFAT and Irish Aid, strengthening existing relationships and, where appropriate, developing new ones.
1. Ensure the team develops and maintains expertise on UK donor priorities, expectations and compliance requirements and is proactively analysing, interpreting and sharing this knowledge internally with relevant colleagues across the Federation.
1. With your team, build the ability of our country programmes to engage with our donors locally and to comply with donor requirements, including through training.
1. Oversee the process of identifying, analysing and sharing new funding opportunities with relevant colleagues, taking a lead when needed on coordinating large multi-country/framework bids to our donors.
1. Maintain a network of contacts at other organisations and, working closely with operational and technical colleagues, build relationships with potential partners, including supporting the development of consortia for new bids when required.
1. Contribute to building HI’s capacity to bid for and manage commercial contracts, including frameworks.
1. Support the team with risk-based contract analysis and negotiation, due diligence and donor compliance.
1. Ensure your team is delivering timely and high-quality reporting and grant/contract management, including follow-up of payment requests and tracking. 
1. Oversee the team’s information management tools and champion HI-wide internal processes and tools such as the CRM.
1. Participate in the Bond Disability and Development Group, including supporting its influencing to promote greater emphasis on disability inclusion by the UK Government.
1. Monitor and respond to threats and opportunities relating to the UK aid budget and aid policy, as well as for other donors in our portfolio where capacity allows.
1. Support your team, the Chief Executive and technical colleagues to engage appropriately with other relevant networks in the UK to influence the UK government and raise HI’s profile (e.g. on specific crisis contexts, the impact of counter-terrorism legislation, health, education, humanitarian mine action, climate change etc.).
1. Contribute to engaging with the Start Network and implementing our Start Network strategy.

Other duties
1. Maintain a positive and collaborative working relationship with HI UK colleagues and the Federation’s institutional funding, operations and advocacy teams.
1. Represent the organisation at relevant external events and meetings.
1. Keep abreast of developments within the sector by liaising with counterparts in other NGOs and relevant networks.
1. Keep up to date with any relevant changes in legislation, regulatory procedures, innovation, best practice and industry standards. 
1. Any other activities commensurate with the level of the post, as may be required.


Person Specification

We genuinely value diversity and are looking to build a team of people with a wide of range of personal and professional experience. If you don’t meet all of the criteria listed below but feel you would be a good candidate for this role, please apply. If you would like an informal conversation about this, please do send us an email or call us – we would love to hear from you.

Essential criteria

Substantial relevant experience with INGOs, including at least five years’ experience managing strategic relationships with donors, partners and/or networks.
A track record of securing and managing institutional income.
Good knowledge of the FCDO as a donor and influencing target.
Excellent management skills, including the ability to provide appropriate support and to develop colleagues’ capabilities.
Excellent relationship-building, networking and negotiation skills, both internal and external, and at a variety of levels.
Demonstrated capacity to design and deliver high-quality proposals, reports and briefs.
An entrepreneurial thinker with a strong ability to identify opportunities, cultivate prospects and achieve strategic aims.
Ability to carry out sound strategic analysis, identifying key trends and producing clear summaries from complex information.
Good understanding of project design, programme quality and effective delivery.
Excellent planning skills and an ability to work under pressure, to prioritise and to meet standards and deadlines.
A collaborative and team-oriented approach with strong self-motivation.
Ability to work effectively in an international and multicultural organisation.
Willingness to travel and to work outside of office hours when necessary.
Good IT skills (Word, Excel, PowerPoint, Outlook, Teams).
Excellent written and verbal communication skills in English.
Commitment to creating and maintaining an inclusive and protective environment for everyone that comes in contact with the organisation.

Desirable criteria

A track record of securing and managing funding from, building relationships with and influencing DFAT and/or Irish Aid
Good knowledge of the Start Network
Experience of bidding for and managing commercial contracts for humanitarian and development programmes.
Experience of cross-organisational leadership.
Understanding of key humanitarian and development issues.
Understanding of and experience of advocacy or campaigns, including working with the UK political system.
Experience of developing NGO or academic partnerships.
Lived experience of disability or from one of our countries of operation.
French-language proficiency.

Conduct and safeguarding 

[bookmark: _Int_KLIyiXqG]Respect and dignity of all the people we support and come into contact with are at the heart of HI’s approach. All employees, volunteers (including trustees), partners, suppliers and consultants working with HI UK are expected to adhere to our Code of Conduct and related policies.  

Our commitment to safeguarding means we seek to ensure that no harm comes to people as a result of contact with the organisation’s programmes, operations or people. This means ensuring the safety and protection of groups, including children and vulnerable adults, with whom the organisation is in contact, establishing safe and respectful workplaces that are free from harassment, abuse and discrimination, and maintaining HI’s reputation and high standards by preventing, addressing and learning from instances of wrongdoing.

This post is Safeguarding Level 1, which means no DBS check is required (unless the content of the post changes).

HI is a member of the inter-agency Misconduct Disclosure Scheme. In line with the principles of this scheme, when we contact referees, we request that they provide information in relation to any findings of sexual exploitation, sexual abuse and/or sexual harassment (‘misconduct’) during the candidate’s employment or any allegations of this kind that were under investigation at the point that the candidate left their organisation.



Application Process

To apply, please send your CV and a covering letter by email or post. Please also complete our Diversity monitoring form online.  
 
By email: recruitment.uk@hi.org 
By post: Humanity & Inclusion UK (Recruitment), Romero House, 55 Westminster Bridge Road, London SE1 7JB

If you disclose a disability during your application process and you are shortlisted for interview, we will contact you to discuss any reasonable adjustment you might need. However, if you have not disclosed, please note that all candidates invited for interview will be asked if any reasonable adjustments are needed. 
[bookmark: _Int_w5CoHCXJ]If you wish to disclose a disability please do so in your covering letter.

Closing date: Weds 11th February 09:00 GMT
First round interviews are planned for the week of date 23rd February

For further information, please contact Humanity & Inclusion UK on 0870 774 3737 or by email at recruitment.uk@hi.org.
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