VMMC Standardized Job Descriptions

1. Technical Advisor

The VMMC Training and Quality Assurance Technical Advisor’s main task is to ensure the quality of the programs. Generally, one Technical Advisor per region works as part of the VMMC administrative team and provides oversight in the clinical area. The following lists outline suggested responsibilities and qualifications.

Responsibilities:
Implements a training strategy that promotes the training of sufficient numbers of health care providers in order to scale up VMMC services. 

Implements innovative approaches to recruit and retain VMMC providers. 

Implements a QA system that ensures that VMMC services provided under this project meet internationally recognized standards of quality.

Qualifications and Requirements:

Clinician with experience implementing HIV or reproductive health service delivery programs—VMMC experience strongly preferred

Demonstrated experience implementing training strategies and programs

Experience with QA/quality improvement and supervision approaches

Demonstrated ability to work with efficiency and diplomacy, as part of a team effort

Ability to work effectively within public, private, and NGO sectors

Strong presentation and oral communication skills

Willingness to travel within the country

2. Regional Coordinator

The Regional Coordinator works with clinical team leaders to ensure the highest quality service provision that adheres to international and national standards/protocols. This position provides overall strategic leadership and direction in one region to ensure achievement of program objectives and targets. Responsibilities of the position include:

Responsibilities:
Works closely with site coordinator and team leaders within his/her region. Responds to logistical, clinical, and programmatic issues at site level.

Reports any region-wide issues to the VMMC services team. Refers serious site-level issues to VMMC services team during weekly meetings, as appropriate, for management and resolution.

Monitors service delivery statistics within that region. Suggests revisions to site scheduling and placement strategy, as needed.
Promotes adherence to national QA standards at each site—participates in, and responds to, QA visits within the region.
Assists with the follow-through of site-level performance improvement plans, where necessary
Ensures project documents (to include client files, registers, project reports, and SOPs) are complete, current, and stored appropriately at respective sites within his/her region.
Ensures that sites comply with the infection control standards to minimize occupational exposure of all clients and staff.
Holds weekly regional meetings with site coordinators. Keeps sites well informed of any changes within the program.
Keeps track of lessons learned, and shares those lessons across the program.
Finds creative ways to acknowledge excellence and achievement within the region.
Qualifications and Experience:

A degree in Nursing, Medicine, or Public Health

Ten years of experience in the health sector—including clinical and/or managerial/administrative positions

Experience supervising and managing staff in a clinical setting

Knowledge of QA principles, generally, and VMMC QA principles, specifically

Three years of demonstrated leadership and advisory experience

Experience implementing public health programs and working with cross-sectorial stakeholders at all levels 

Experience and knowledge of HIV and/or VMMC programming 

Experience working with national public health campaigns preferred

Experience working within MOH structures in the specific country 

Skills: 

Ability to manage, lead, and motivate staff in a high-pressure, fast-paced environment

Willingness to travel

Ability to respond to emergencies in a level-headed and effective manner

Ability to take initiative, plan, and monitor activity flow and outcomes

Ability to work well with people from diverse cultural and educational backgrounds

Capacity to manage multiple tasks in difficult working situations

Ability to analyze, interpret, and solve difficult problems 

Ability to successfully identify clinical and logistical improvements

Ability to resolve conflicts between stakeholders

Ability to effectively screen site issues and report/refer problems to clinical/HR leads, as needed 

Excellent computer skills: Windows, MS Office (Word, Excel, PowerPoint, Internet, and e-mail) 

3. Site Coordinator

The Site Coordinator will generally oversee/co-manage the operations of one VMMC site. She or he will be responsible for working with other VMMC leaders and clinical staff to ensure provision of the highest quality services that adhere to international and national standards/protocols. The following lists outline suggested responsibilities and qualifications.

Project Coordination:
· Develops and executes project work plans and revises them, as appropriate, to meet the site’s changing needs and requirements. 

· Manages day-to-day operational aspects of the VMMC site and scope of work. 

· Identifies administrative needs for the site and implements them, as needed.

· Involves the team in reviewing deliverables before implementation. 

· Effectively adheres to national QA standards, participating and responding to QA visits. 

· Prepares for project reviews and ensures adherence to QA procedures. 

· Ensures that project documents, including client files, registers, project reports, and SOPs are complete, current, and stored appropriately. 

· Ensures that the site complies with the infection control standards to minimize occupational exposure of all clients and staff.

· Reviews data derived from clients, and uses this information for operational planning of the VMMC site.

Communication and Demand Creation:
· Monitors and reports demand creation activities, successes, and failures. Flags areas of concern and consults, as necessary, with supervisors to resolve problems.

· Works closely with the demand creation team to ensure that new VMMC and review targets are met.

· Holds daily status meetings with site team, and keeps site team well informed of changes within the Accelerated Saturation Initiative (ASI) program. 

· Liaises closely with focal person from host facility/community to ensure successful working relationships.

· Effectively communicates relevant project information to regional coordinators. 

· Resolves and/or escalates site issues in a timely fashion. 

· Understands how to communicate difficult/sensitive information tactfully. 

Leadership and Teamwork: 

· Inspires coworkers to attain goals and pursue excellence. 

· Identifies opportunities for improvement and makes constructive suggestions for change. 

· Effectively utilizes each team member to his/her fullest potential. 

· Motivates team to work together in the most efficient manner. 

· Keeps track of lessons learned and shares those lessons with team members, finding creative ways to acknowledge excellence and achievement within the team. 

· Mitigates team conflict and communication problems. 

· Manages staff transitions and ensures that new staff members feel a part of the team.

· Leads the coordination of recreational activities as desired by the team.

Client and Stakeholder Management:
· Manages day-to-day client interaction at the VMMC site.

· Communicates effectively with clients to identify needs and evaluate alternative strategies and solutions. 

· Continually seeks opportunities to increase customer satisfaction and strengthen stakeholder relationships. 

Human Resources: 

· Tracks and reports team hours in scheduling on a weekly basis, co-signs staff timesheets. 

· Conducts effective performance evaluations for non-clinical staff, and mentors those with less experience through formal channels. 

· Establishes and maintains staffing schedule in coordination with facility and ASI management.
· Responds to last-minute HR challenges, in collaboration with regional coordinator and Jhpiego, by maintaining list of alternate staff and filling vacancies, as needed.

· Liaises with accommodation venues and transport vendors to ensure staff comfort, safety, and timeliness—responds to issues, as appropriate, and communicates challenges to ASI leadership, as needed. 

Logistics:
· Works with the logistics team to monitor, manage, and report on the supply chain at the site, including consumption estimates, stock inventory, stock-ins, stock-outs, stock wastage, and stock expiration.

· Monitors the state of equipment, and reports equipment that is in poor condition.

· Ensures the required functioning of water, waste, and electrical systems, and reports any issues.

· Ensures the correct functioning of all logistical elements at the VMMC site. 

Qualifications and Experience:

· A degree in Administration, Human Resources, Social Sciences, or Business Management, Public Health, or other related field

· Experience supervising and managing staff, ideally in a clinical setting

· Excellent interpersonal skills

· Experience and knowledge of HIV and/or VMMC programming preferred

· An understanding of sexual reproductive health

· Highly accomplished leader who is visionary, results oriented, self-motivated, and takes initiative 

· Passionate about VMMC and HIV/AIDS programs in developing countries 

· Efficient, effective communicator who is competent at facilitation, report writing, and training 

4. VMMC Provider

The VMMC Provider will work with other VMMC providers and clinical staff to provide VMMC procedures to clients. The following lists outline suggested responsibilities and qualifications.

Responsibilities:
Leads a team of clinical and support staff in the delivery of safe, high-quality, high-volume VMMC services.

Works within a consortium of partnering organizations, including the supervisory structure of the placement facility, to assure that VMMC services run smoothly and VMMC targets are achieved. 

Adheres to internationally recognized standards of quality in VMMC for HIV prevention. 

Qualifications and Requirements: 
Licensed/registered clinician, trained in an accredited school/university

Experience in implementing HIV prevention programming preferred 

Experience in leading a clinical team required

Familiarity and experience with VMMC for HIV prevention required

Able to take initiative and juggle multiple priorities without compromising high standards

Demonstrated ability to work with flexibility, efficiency, and diplomacy, as part of a team effort 

Experience with QA/quality improvement and supervision approaches preferred

Experience with clinical training preferred

5. VMMC Nurse

The VMMC Nurse will work with other VMMC providers and clinical staff to assist with VMMC procedures. The following lists outline suggested responsibilities and qualifications.

Duties:
Provides client education in VMMC and HIV.

Obtains the client’s medical history and conducts a physical examination.

Secures informed consent from clients or the parent/guardian prior to VMMC.

Prepares the client and minor surgical theater for VMMC.

Restocks supplies, decontaminates instruments and equipment, autoclave.
Administers local anesthesia.
Sutures. 

Prepares and dresses wounds.
Provides and reinforces postoperative messages. 

Completes operation notes and other client record forms.
Conducts Day 2 and Day 7 client follow-up visits.
Participates in QA activities.
Qualifications and Experience:

Completion of training and experience in a surgical and/or clinical setting preferred

Completion of training and experience as a Certified HIV Counselor preferred

Experience in training clinical staff preferred

Skills:

Must be skilled in assessment, evaluation, nursing diagnosis, and treatment planning.
Must be able to provide VMMC preoperative, inter-operative and postoperative management.
Must have strong nursing and interpersonal skills, especially in working with diverse populations.
Must be able to work as part of a team and communicate effectively with a culturally diverse group of professional staff and volunteers.
Must be able to take initiative, work independently, and juggle multiple priorities without compromising high standards of performance and integrity.
Must be willing to travel.
Must be able to use the Internet and web-based e-mail.
Must be willing to work in non-traditional health settings.
6. Hygienist/Cleaner

The Hygienist/Cleaner will work with clinical staff to maintain cleanliness of the VMMC site. The following list outlines suggested responsibilities and qualifications.
Duties:
Cleans all areas of the VMMC clinic site, including offices, exam rooms, operating rooms, counseling rooms, toilets, and the entrance hall.

Supports the infection precaution and sterilization procedures of all surgical instruments (if needed), scrubs, and other equipment used in surgery.

Maintains adequate stock levels of cleaning equipment.

Reports, to the site manager, any faults that may affect the appearance of the site.

Assists in carrying out infection control guidelines and universal precautions to avoid occupational exposure.

Takes reasonable care for the health, safety, and welfare of him/herself and other employees in accordance with VMMC site operations.

Adheres to wearing safety equipment and clothing at all times.

Supervises all electrical, plumbing, and other relevant equipment, and reports any faults.

Undertakes messenger duties—including but not limited—to purchase of office utilities and supplies.

Performs any other duties allocated by supervisor. 

7. VMMC Counselor

The VMMC Counselor will educate and counsel clients prior to the VMMC procedure. The following lists outline suggested responsibilities and qualifications.
Duties:
Provides high-quality VMMC counseling to VMMC clients, based on the minimum standards of service provision.

Conducts pre- and post-test counseling sessions according to national HTC protocols in the context of VMMC counseling in a variety of settings. 

Participates in demand creation activities.

Ensures proper recording and confidential storage of all client results and intake information.

Assists clients in the creation of appropriate risk-reduction strategies.

Assists clients in the selection of appropriate community support through referrals.

Carries out any other duties assigned by the counseling coordinator. 

Is involved in the day-to-day operational aspects of the VMMC site project and scope of work. 

Identifies operational needs for the site and reports to the site coordinator, as needed. 

Adheres to QA procedures according to national SOPs. 

Strives to achieve client targets and expectations. 

Communicates effectively with clients to identify needs and evaluate alternative strategies and solutions. 

Continually seeks opportunities to increase customer satisfaction and strengthen stakeholder relationships.

Qualifications and Experience:

· A degree in Social Sciences, a degree in Nursing, a diploma in Nursing (or equivalent experience) preferred

· Certificate in HTC training

· An understanding of sexual reproductive health

· Good knowledge of HIV/AIDS

· Willingness and ability to travel and work independently

· Accepts any other reasonable duties allocated by the site coordinator 

· Willingness to work overtime, as required

Skills: 

· Prior counseling experience in a clinical setting preferred

· Capacity to work under pressure and under the most minimal supervision

· Excellent computer skills including Microsoft Word, Internet, and e-mail use

· Excellent interpersonal skills and ability to work well with others, including those from diverse cultural backgrounds

8. Theater Runner

The Theater Runner will work with clinical staff to ensure that the VMMC site is well stocked, and will also provide assistance, as needed, to clinical staff in a variety of tasks. The following lists outline suggested responsibilities and qualifications.
Duties:
Maintains aseptic techniques at all times.

Passes instruments and supplies to the surgical teams. 

Prepares the operating room by setting up the equipment and sterilizing tools that are necessary for the operation.

Assists the theater nurse to prepare the operating room by setting up the equipment and sterilizing tools that are necessary for the operation.

Circulates among four operating suites.

May assist with cleaning, maintenance, and sterilization of the operating room to prepare for the next surgery.

Participates in outreach services.

Aids in recording data.

Carries out any other duties assigned by the supervisor. 

Adheres to national QA procedures. 

Qualifications and Requirements:

An understanding of sexual reproductive health

Experience in a clinical setting, and familiarity with clinical instruments and supplies, preferred

Excellent interpersonal skills and ability to work well with others, including those from diverse cultural backgrounds

Willingness and ability to travel and work independently

Physical fitness and high energy a plus

Willingness to accept any other reasonable duties, as allocated by the site coordinator 

Willingness to work overtime, as required

Skills: 

· Ability to absorb new information quickly and apply new skills with minimal supervision

· Close attention to detail

· Ability to work in a fast-paced, high-pressure, team-oriented environment 

· Ability to respond quickly to instruction as well as anticipate coworkers’ needs 

· Empathetic, supportive, and professional approach to clients

· Ability to maintain records and maintain the overall cleanliness of the surgical suites

9. Receptionist/Data Clerk

The Receptionist/Data Clerk will perform a variety of administrative tasks to ensure proper documentation. The following list outlines suggested responsibilities and qualifications.

Qualifications and Requirements:
Experience with data entry
Competent using computer, fax, and phone equipment
Personable and works well with people
Able to multi-task and maintain good records

Duties:
Maintains client files and enters data into databases. 

Assists with filing, recordkeeping, and any other administrative tasks, as required.

Faxes all client records to central data collection point on a daily basis.

Ensures that the reception area is kept clean and tidy.

Schedules phone and walk-in appointments.

Maintains appointment book.

Answers face-to-face and telephone queries promptly and courteously.

Helps facilitate client flow through the clinic.

Distributes incoming mail, faxes, and telephone messages to clinic staff in a timely manner.

Faxes and photocopies, as requested.

Keeps a record of all postage, shipments, and courier transactions.

