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Job Description

	Position Title
	Coordinator of Alternative Care Project

	Programme/Unit
	Safe Migration

	Type of Contract
	Unspecified Duration Contract

	Immediate Superior
	Programme Manager

	Immediate Subordinate
	Project Staff of Alternative Care

	Direct Collaborator
	Team Leader of CMO, and Coordinators of NFE and FO

	Duty Station
	Poipet Branch, Cambodia


Background Information
Damnok Toek (DT) is a Cambodian-based NGO specialising in disability, child protection, education and safe migration. DT works in provincial locations to ensure the most vulnerable children and their families have their basic needs met and can access to their full potential.
Purpose of the position
The purpose of this role is to ensure that children at Damnok Toek’s Alternative Care are provided with quality care, education and support and that safeguarding for residents at AC complies with DT’s policies and standards.
Coordinator of Alternative Care (AC) may undertake a range of duties including coordination of children’s referrals from CMO/DoSVY, managing day-to-today operation of AC to ensure safe and child-friendly environment for children, coordination of the children to get education or vocational training, overseeing family tracing, assessment and follow-ups, strengthening networks with relevant stakeholders, managing AC staff, preparing/managing AC workplan, budget & logframe, managing AC M&E Database, and producing AC reports for Program Manager.
Damnok Toek is a child-safe organization with zero tolerance to any form of abuse or exploitation, including sexual exploitation and abuse. The Team Leader of AC will fully comply with Damnok Toek’s Safeguarding Policy and Procedures, including the Prevention of Sexual Exploitation and Abuse.

Key Duties and Deliverables 
· Manage day to day operation of AC to ensure that the expected results, outcomes and outputs of the project are delivered

· Arrange workplans/schedules for educators, social workers, cook and guard

· Coordinate weekly schedules for educational and creative/leisure activities at the centre

· Coordinate with AC staff to ensure safety and wellbeing of the residents

· Ensure that regular reports are maintained by staff and that incidents are reported in a timely and efficient manner

· Sensitise all staff and residents to DT’s Safeguarding policy and practices and report any incidents of abuse, neglect or exploitation. This includes improving visibility of DT’s Safeguarding principles and practices at the residence and regular sessions to refresh on Safeguarding principles

· Conduct and document weekly meetings with residents at AC to discuss operations and activities of AC and develop improvements in quality of care, education and leisure activities

· Manage DT’s mechanisms for residents’ confidential feedbacks and complaints

· Introduce new and innovative activities to promote social skills and creative capacities
· Report on specific challenges impacting standards of care and support to children at the centre

· Ensure access to medical and counselling services for children as necessary

· Ensure that AC buildings and equipment are in good condition (and complaint with DoSVY standards for residential care) and report all maintenance requirements

· Conduct daily/weekly meetings with staff at AC to ensure that efficient running of the centre and prompt response to needs of the residents and staff, and management of the facility

· Ensure that family tracing, assessment, integration and follow-up are conducted in properly and in a timely manner
· In cooperation with Programme Manager develop annual and monthly budget plan for AC and track actual expenditure each month

· Initiate fund requests for AC expenditure in compliance with DT’s finance and relevant policies
· Supervise output and outcome monitoring and measurement at AC, including qualitative surveys and focus group discussions

· Ensure that information and data about AC is timely and accurately documented in M&E system

· Ensure that monthly report is produced in a timely manner with high quality standards

· Participate in weekly coordination meetings and quarterly case management meetings

· As necessary represent DT with donors, visitors and other external partners including local authorities and CSOs

· Manage performance of AC staff, including identifying relevant capacity/professional development needs

· Coordinate with CMO team leader and DIC coordinator on children’s referrals and NFE Coordinator for children’s education
· Coordinate with MoSVY officer to insert case Primero data

· Comply fully with Damnok Toek’s Safeguarding and PSEA policies

Duties for Reintegration Programming

· She/he is responsible for overall coordination of DT’s case management and reintegration programming

· Weekly meetings with Social Workers to monitor progress on open cases/case management
· Review of case files to ensure quality and accuracy. As necessary, provide capacity building to Social Workers to improve quality and accuracy of case files and MoSVY form
· Review and track expenditure of budget for Family Reintegration, reporting significant over or under expenditure to the Programme Manager.

· In collaboration with Social Work Lead, coordinate with Social Workers at DIC and AC for quarterly review and management of all open cases. Produce and circulate report of quarterly review

· Coordinate meetings Programme Manager, DIC Coordinator and AC Team Leader for all new case referrals/case conference meeting internal and external 
· Coordinate with officers Provincial and District Departments of Social Affairs, Veterans and Youth Rehabilitation on case management and reintegration – ensuring best practices for safe and sustainable reintegration of children to their families/extended kinship with regular follow up to monitor status for 12 months from point of reintegration

· Liaise with Programme Manager and Team Leader AC for the ongoing integration and support of children to community where reintegration has not been successful

· Coordinate with M&E Lead for the accurate data management, tracking and reporting of all cases. 

· Ensure that DT’s Child Protection, PSEA and Safeguarding principles and practices are integrated into the family reintegration case management process.
Qualification, Experience and Competencies
Education & Experience
· Bachelor degree in relevant fields such as social work, psychology or social science or related field, or minimum five year’s equivalent professional experience in migration programming.
· Working experience with target group (in NGOs) at least 3 years.

· Compassionate skills and Leading skills, 

· Good communication skills (confidentiality, positive and negative feedback from-, and to staff, capacity building to staff, internal and external networking skills), teamwork (information sharing, delegation), 

· Ability to work flexible hours as necessary.
· Experience preferably in the field of social work and child care/support or residential care management
· Minimum 2 years of practical experience working with CSO, in particular on result-based project management, as advantage 
· Proven experience of staff management
· Familiarity with Child rights and Child Protection principles and practice
· Knowledge of Poi Pet context and familiarity with local business community
· Experience with maintaining client documentation and record
· Fluency in Khmer and some knowledge of English with ability to communicate both verbally and in writing
Skills, Abilities and Competencies
· Knowledge of Damnok Toek and SaMiCa project an advantage

· Computer literate and competent with Microsoft Office software

· Fluency in written and spoken Khmer. Intermediate English an advantage

· Active listener and excellent interpersonal skills

· Proven ability to work under pressure and towards tight deadlines
· Positive influencing and communication skills and ability to network and negotiate with stakeholders and collaborators in the private sector 

· Commitment to supporting marginalized and vulnerable children and their families, and child rights and protection

· Ability to undertake frequent travel in Poi Pet and Banteay Meanchey, and as necessary to other locations in Cambodia

Key Performance Indicators

Residents at Alternative Care demonstrate a high level of satisfaction (at least 80% in overall) 
# Number of residents integrated into families or foster cares and remain so after one year
# Number of follow-ups that have been conducted with residents who are integrated into families or foster cares
# Number of residents who are referred to non-focal education and formal education and remain so after one year

# Number of residents who are referred for vocational trainings and/or receive jobs after the vocational trainings
# Percentage of project indicators (annual targets) have been achieved
# Percentage of annual agreed project budget have been spent

Onboarding for New Employees as AC Coordinator
Week 1:
Familiarize yourself with all DAMNOKTOEK projects by visiting project activities.
-Meet with Safeguarding Focal Point (SFP) to understand Safeguarding policies.
-Spend two days observing educators-led activities and two days visiting social work activities.
-Learn about administrative work and other related tasks over one day.

Week 2:
-Participate in hands-on training throughout the week and discuss challenges and solutions with colleagues and Program Manager. 
-Complete a three-month probationary period, during which performance will be evaluated to determine contract continuation

Interested candidates who meet the above qualifications are required to submit Cover Letter addressed to Damnok Toek’s Recruitment Team, clearly outlining how they meet the requirements of the position. Please ensure that your application is updated with the names and contact details of three referees. (Certificates should not be included in the job application.)

• Please send your CV and Cover Letter to: ppt_assistant@damnoktoek.org . 

Qualified female candidates and persons with disabilities are strongly encouraged to apply. Only shortlisted candidates will be contacted for an interview. The deadline for applications is 20th May 2026.
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