
JOB
DESCRIPTION

Position Title

Incumbent’s Name (if applicable)

Division

Grade (for HR use only)

CountryDepartment

Date Submitted to HR

Type of position

Job Summary
In a brief paragraph, state the position’s overall purpose or objective, highlighting the general functions for which the position is responsible. Why 

does the position exist and what must it accomplish. IMPORTANT: This section, along with the “Qualifications” section will appear in the CARE 

Career Site and outside job posting sites, so please describe fully.

Please be sure to complete this position description in its entirety. Incomplete descriptions delay posting and grading. 

The grade will be determined by HR Compensation and Benefits unit.
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JOB
DESCRIPTION

JOB RESPONSIBILITY 2

% of time

JOB RESPONSIBILITY 1

% of time

Responsibilities and Tasks
Describe the major responsibilities, principal tasks, competencies and end results for which the position is accountable (limit responsibilities to 

five). Include WHY it is done and the impact to the organization. List the responsibilities in the order of importance and state the percentage of 

time the employee spends on each responsibility during a typical year.
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DESCRIPTION

JOB RESPONSIBILITY 3

% of time

JOB RESPONSIBILITY 4

% of time
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JOB
DESCRIPTION

JOB RESPONSIBILITY 5

JOB RESPONSIBILITY 6

OTHER RESPONSIBILITIES AS ASSIGNED

% of time

% of time

% of time
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JOB
DESCRIPTION

Required

Desired

Experience/Technical Skills 

Number of months/ years of previous professional experience in a similar position. 

Examples: languages; planning; budgeting; word-processing, basic accounting; advanced written communications; presentations; fundraising; 

training/facilitation, etc.

Required

Desired

Education / Training

E.g. high school diploma; college degree (specify major/minor); specialty (ex. Accounting). Include the following phrase when possible:  

“or equivalent combination of education and work experience.”

Qualifications (Know How)
Indicate the minimum required level of education, experience, and skills necessary to qualify for the position and fulfill the organization’s 

expectations for job performance. Also include the education, experience, and skills desired for the position.
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Problem Solving
Click on each level (1, 2 or 3) to indicate which of the below levels of problem-solving this position will face, and why the position falls 

into that category. 

Select Level:

Comments:

1.

2.

3.

4. 7.

5.

6.

8.

9.

Competencies 
Given the responsibilities and level of accountability of the position, please list the performance competencies in order of importance. These will 

be used both for recruitment and performance management. Must choose a minimum of four competencies. Click here to view the Competencies 

and their definitions

Financial Accountability 
(if no budget is managed, please enter $0) Dollar amount of budget managed

Freedom to Act / Impact
Please select the level of responsibility/contribution:
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Organization

Next level supervisor

Immediate supervisor

This positionPeer Peer

Peer Peer

Peer Peer

Peer PeerDirect Report

Employee’s signature Date

Supervisor’s signature Date
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	Position Title: Regional Safeguarding Adviser- Asia region
	Incumbent’s Name: 
	Division: People and Culture 
	Department: Safeguarding and PSHEA
	Country: Asia region
	Job Summary: At CARE, we seek a world of hope, tolerance and social justice, where poverty has been overcome and people live with dignity and security.  This has been our vision since 1945, when we were founded to send lifesaving CARE Packages® to survivors of World War II. Today, CARE is a global leader in the movement to eradicate poverty. In 2016, CARE worked in 94 countries and reached 80 million people with an incredible range of life-saving programs. We also put women and girls at the center of our work because we know that we cannot overcome poverty until all people have equal rights and opportunities.  We believe that poverty is an injustice, poverty is solvable and together, we have the power to end it.

CARE believes that everyone has the right to live free from abuse of any kind. We have a responsibility to keep children and vulnerable adults safe, and we are committed to protecting them in all our activities. This role has been created to ensure that we continue to protect people from sexual harassment exploitation and abuse, and that this is managed in a professional, sensitive, coordinated,  accountable and urgent way, in line with best practices within CARE and  the sector. 

 
The post holder reports to the CARE USA Head of Safeguarding and PSHEA and is responsible for socialising and raising awareness of CI’s Safeguarding and PSHEA policy by; 

- Ensuring that CARE offices in the Asia region are prepared and able to repond to reports of SHEA (sexual harassment, exploitation and abuse) and CA (Child abuse).  
- Raising awareness of the issues and CARE’s policy commitments, including our zero-tolerance approach through training and coaching 
- Ensuring that the global SHEA/ CA reporting mechanism (CAREline) is socialised and used by staff and related personnel 
- Ensuiring that community based complaints mechanisms are designed, consulted on and communicated to staff and program participants and the   wider community. 
- The post holder will be the Lead SHEA and CA investigator in the region, and will be accountable for ensuring that reports are followed up and survivor support mechanisms are in place.
- Working with program colleagues in the region to ensure that PSHEA is mainstreamed into program design 
- Working closely with country office (CO) PSHEA focal points and SHEA Investigators to deliver these objectives

The post holder is also jointly responsible for the delivery of the Safeguarding and PSHEA team road map, working closely with the Safeguarding team  to ensure that the HQ authorised training/ awareness raising program is delivered in country offices, and to support with investigations and capacity building of CO PSHEA focal points and investigators.

This is a global role therefore, travel is a key aspect of this role.The post holder is required to travel to locations of humanitarian disaster and conflict as part of this role and should be willing and able to do so.



	Grade: []
	Type of position: [New]
	Job Responsibility 2: - Work with the HQ Safeguarding team to ensure that there is a clear process in place for appropriate levels of vetting and checking for different levels of staff, this includes global criminal checks and the INGO misconduct disclosure scheme, taking a lead on this in the region.

- Work with legal and the talent aquisition team to ensure that these checks are rolled out, ensure that all staff are checked in line with agreed protocols.

- Ensure that clear vetting information is retained to protect the organisation from those people that may wish to access vulnerable people, so that we can ensure that they are not recruited into the organisation.

- Work with CO PSHEA focal points and HR staff to ensure that these practices are implemented at a local level.
	% of time 2: 20%
	Job Responsibility 1: - Provide technical advice, and support to CO’s in coordination with Safeguarding team colleagues

- Ensure that advice and guidance is in line with CARE USA and CARE International Safeguarding and PSHEA policies and protocols

 - As part of the global delivery team assist with the roll out of the HQ designed and endorsed awareness raising and training in accordance with the plans designed by the Safeguarding and PSHEA and Learning and development team

- Work closely with CO PSHEA focal points and trained SHEA Investigators to build their skills and capabilities to support the work of the CO.

- Ensure coordination and close working with PSHEA and Safeguarding networks in the region

- In coordination with the Head of Safeguarding and PSHEA, act as a strategic adviser to the region on PSHEA issues aligning with the regional strategy

- Work with CO program and gender staff to ensure that PSHEA is mainstreamed in project plans and program design

- Work with the Regional HR generalist to deliver a coordinated service to CO’s in the region

- Leading and working alongside PSHEA country office focal points in PSHEA and safeguarding related data collection and auditing.

- Ensuring that action plans are in place at the country office and regional level to facilitate continuous improvement in the prevention of and response to safeguarding and SHEA reports.
	Job Responsibility 1 Title: PSHEA capacity building support and advice to Asia region country offices
	Job Responsibility 2 Title: regional vetting & referencing checks including implementation of the misconduct diclosure scheme
	% of time 1: 25%
	Job Responsibility 3: As directed by the Head of Safeguarding and PSHEA, conduct investigations and guide management on subsequent actions in line with the organizations policies and procedures.

- Conduct investigations by adhering to the principles of confidentiality, impartiality, fairness and sensitivity of investigation.  

- Coordinate and where appropriate act as the Lead investigator and advisor on SEA investigations in the MENA region . 

- In consultation with the Head of Safeguarding and PSHEA, ensure organizational clarity of approach for investigations into allegations of sexual harassment, exploitation and abuse and CA.

- Ensure rigorous reporting and close out of cases in line with CARE’s investgation protocols 

- Work with Safeguarding team colleagues to deliver SHEA investigation training.

- Ensure that responses are aligned with CARE’s survivor centered approach
	% of time 3: 25%
	Job Responsibility 3 Title : Investigation- Sexual harassment, exploitation and abuse
	Job Responsibility 4: - Providing on the ground PSHEA support and expertise during humanitarian emergencies in the region, this is a deployable role
- Ensuring that CARE staff and related personnel that are deployed have recieved onboarding in PSHEA, and have signed the code of conduct
- Carrying out PSHEA assessments, setting up processes for community complaints
- Working in coordination CARE staff,  UNHCR and other actors/ INGO’s to provide a coordinated response
- Working with the Global safeguarding Adviser to develop a roster of deployable safeguarding and PSHEA experts that CARE can draw on in emergencies


	% of time 4: 15%
	Job Responsibility 4 Title: Emergency response and deployment
	Job Responsibility 5: Project work
Covering the work of Safeguarding team colleagues/ support to other regions
Development of resources and materials
etc.
	Job Responsibility 6: 
	Other Responsibilities 6: 
	% of time 5: 15%
	% of time 6: 
	% of time Other Responsibilities: 
	Job Responsibility 5 Title: Other tasks as delegated by the Head of Safeguarding and PSHEA
	Job Responsibility 6 Title : 
	Required Experience: 
• Must have previous experience of managing sensitive and serious investigations involving SEA
• Must have a high level of resilience and ability to remain calm under difficult circumstances
• Must have experience of managing organisational change and uncertainty
• Must be able to impartial in the most challenging situations
• Must have excellent problem – solving, and decision-making skills
• Excellent report writing and presentation skills
• Highly confidential and discrete
• Proven experience in building and maintaining trust
• Experienced trainer, facilitator and mediator


	Desired Experience: fluent in a regional language, written and spoken
	Required Education: • Degree level of education or equivalent
• 3-5 years of safeguarding experience
• Previous experience of humanitarian work (3-5 years)
• Training in managing sensitive investigations
• Training in interview skills and techniques or mediation techniques
	Desired Education: Previous experince in Safeguarding PSHEA
	Button_1: 
	Button_2: 
	Button_3: 
	Level_1: 
	Level_2: 
	Level_3: 
	Problem Solving Comments:  Submit updated CV to careers.phl@care.org and only shortlisted applicants will be contacted.
	Dollar Amount: $0
	Responsibility: [CONTRIBUTORY (provides support and contributes to the overall success)]
	Combo Box 12: [Managing Vision and Purpose ]
	Combo Box 14: [Intellectual Horsepower ]
	Combo Box 16: [Dealing with Ambiguity ]
	Combo Box 13: [Cross-Cultural Sensitivity]
	Combo Box 18: [Interpersonal Savvy ]
	Combo Box 15: [Written Communications ]
	Combo Box 19: [Approachability ]
	Combo Box 17: [Organizational Agility ]
	Combo Box 20: [Understanding Others ]
	Next Level Supervisor: Chief People Equity and Inclusion Officer
	Immediate supervisor: Head of Safeguarding and PSHEA
	This Position: Regional Safeguarding Adviser ASIA
	Peer 1: Deputy Safeguarding
	Peer 5: 
	Peer 6: 
	Peer 7: 
	Peer 8: 
	Peer 2: Global Safeguarding Adviser
	Peer 3: Regional Safeguarding Adviser
	Peer 4: 
	Reporting employee: 
	Date: 
	Date 1: 
	Date submitted to HR: 


