
 

 

PHILIPPINES-AUSTRALIA COMMUNITY ASSISTANCE PROGRAM  

Invitation for Applications for the Position of Area Manager – FOCAS Mindanao 

 
BACKGROUND: 

The Philippines-Australia Community Assistance Program (PACAP) is a long running Australian small-

grants scheme that provides support for community based activities.  It is funded by the Australian Agency 

for International Development (AusAID).  In January 2005 PACAP commenced a new five year phase 

which is implemented by the Australian company, Hassall and Associates International (HAI) in 

association with the Philippine company, Sustainable Development Solutions (SDS).  During this new 

phase there will be a further shift of PACAP’s focus to the southern Philippines.  AusAID has identified 

five target Provinces in which one component of PACAP’s intervention will concentrate.  This component 

is called the Focal Community Assistance Scheme (FOCAS) and the selected Provinces are Agusan del Sur, 

Bohol, Misamis Occidental, Northern Samar, and Surigao del Norte. 

 

GHD-HAI-SDS invites applications from suitably qualified personnel for the position of Area Manager 

for FOCAS-Mindanao (covering the Provinces of Agusan del Sur, Misamis Occidental and Surigao del 

Norte).  The Area Manager (FOCAS) supervises a team of Provincial Project Officers and oversees 

PACAP operations in the target provinces in Mindanao.  The Area Manager also assumes responsibility for 

the management of the final round of  projects under PACAP previous Area Focused Approach.  The 

Area Manager is based in the PACAP office in Pasig City but frequently travels to and from Mindanao. 

He/she reports to the PACAP Coordinator.  

 

The position is available immediately and in consultation with the successful candidate, PACAP would like 

the appointee to commence on or soon after the 01 January 2009.  The position will be subject to a three 

month probationary period. 

 
JOB DESIGNATION  : Area Manager for FOCAS Mindanao, PACAP 
REPORTS TO   : PACAP Program Coordinator 
SPECIFIC DUTIES:  
 

1. Take the lead responsibility for PACAP’s AFA and FOCAS interventions in Mindanao 
2. Assist in the development and review of PACAP’s FOCAS and Provincial Engagement Strategies 

in the target Provinces.  
3. Supervise the activities and performance of PACAP Provincial Project Officers appointed in the 

three target Provinces; 
4. Facilitate the appropriate structure and function of the Provincial Stakeholder Committees (PSC) 

in each Province and, in conjunction with the Provincial Project Officer, coordinate PSC 
meetings and ensure that minutes of meeting are taken. 

5. Coordinate the development of FOCAS interventions in the target Provinces and monitor the 
effective functioning of FOCAS Management Committees. 

6. Contribute to the updating of the PACAP’s Strategic Guidance Framework. 
7. Take the lead role in developing and implementing PACAP’s promotion campaign in the assigned 

Target Provinces. 
8. Establish and maintain linkages with the different stakeholders in the target Provinces. 
9. Contribute to the regular updating of the PACAP Operational Guidelines as directed by the 

Project Director and Program Coordinator. 
10. Undertake regular, structured interaction with other donor, government or civil society 

interventions in their area of responsibility to ensure that PACAP projects integrate with other 
interventions. 

11. Assist proponents to develop and manage a suite of Projects under each FOCAS. 
12. Perform office and field-based activities related to project appraisal and monitoring of individual 

Projects in order to ensure all PACAP project procedures and processes are fulfilled. 
13. Draft/prepare, in association with the PPO, notice of approval and contract agreements for 

PACAP projects. 
14. Manage PACAP contracts in accordance with PACAP requirements. 
15. Provide technical assistance to Proponents in order to improve the effectiveness and efficiency of 

PACAP.  
16. Manage and maintain the inputs of FOCAS Mindanao staff to PACAP’s Monitoring and 

Evaluation Information System and ensure compliance with all procedures; 
17. Supervise the work of Provincial Project Officers (PPOs) assigned to their particular area and, in 

conjunction with the Project Director and Program Coordinator, undertake regular performance 
reviews and develop and monitor training plans for the PPOs. 



18. Perform other related functions that may be assigned by the Program Director or Program 
Coordinator. 

 
CORE COMPETENCIES: 

Á Ability to supervise staff and manage and inspire a team. 

Á Ability to analyse, appraise, monitor and review relevant policy, program, project and/or 

resource management matters 

Á Ability to oversee project development and monitor project implementation. 

Á Ability to monitor and assess financial statements and monitor project expenditure 

Á Adaptability, sound judgement and ability to prioritize workload effectively 

Á Effective communication, interpersonal and teamwork abilities, including an ability to build 

and maintain strong relationships with stakeholders 

Á Proven ability to prepare written proposals, reports and papers, and perform committee 

secretariat functions 

Á Good appreciation of social, economic and cultural issues affecting aid delivery and 

Australia’s aid program 

Á Ability to utilise various information technology systems 

Applications: 
Interested applicants should prepare and submit (in hardcopy and e-copy) their: 

1. Curriculum Vitae including the names and contact details of two referees 
2. A letter of application outlining how their skills match the Core Competencies identified above.  

The letter should not exceed 3 A4 pages. 
 
The Application Letter and CV should be posted, faxed, or emailed to: 
 
Carol Sabella, Administration Manager 
Philippines Australia Community Assistance Program 
2309 Prestige Tower   Phone:  (02) 631-7549/7943 
F.Ortigas Jr Road    Facsimile: (02) 631-7549 local 106 
Ortigas Center    Email:  carol.sabella@pacap.org.ph 
1600  Pasig City  Metro Manila 
Philippines 
 
For position related enquiries please contact Ms. Lody Padilla, PACAP Program Coordinator, via the 
above details or through email at lody.padilla@pacap.org.ph 
 
Closing Date for applications is before COB on Friday, 12 December 2008. 


