

Disability-Inclusive Humanitarian Coordination Toolkit
Sample job description – Disability Inclusion Working Group Coordinator
Purpose 
This template aims to provide a sample description of the Disability Inclusion Working Groups (DI WGs)/ task team or similar Coordinator roles and responsibilities. In practice, those DI WGs have been associated to Protection Clusters or Inter-cluster/ sector coordination Teams/ Groups (ICCG). It acknowledges the need to have dedicated technical position for enhancing the coordination, work streams and communication among members of such DI WGs and the wider humanitarian community in contexts where disability is not yet integrated in existing coordination mechanisms, HNRP processes and related data collection and information sharing processes. This is to contribute to existing inter-agency efforts within the Humanitarian Program Cycle promoting an inclusive, people-centred, localized and effective response that generates outcomes for and with persons with disabilities and ensures their equal protection. 
Next steps? 
In addition to adapting below suggested background, stakes and responsibilities sections to your context and needs, add in the final job description an introduction on the humanitarian stakes, the DI WG/ Task Team or similar, including its structure and the date when the JD was last reviewed. The suggested responsibilities and roles are geared to achieve typical tasks of such DI WGs, as set out in a sample terms of reference[footnoteRef:1]. It was developed based on existing practices, observed in more than ten humanitarian and refugee response contexts by HI and members of such WGs as well as aligned with the content of the IASC Guidelines on Inclusion of Persons with Disabilities in Humanitarian Action, esp. chapter 9 and the four must-do actions applied to humanitarian coordination. Such JDs should be reviewed regularly to adapt it to the needs in a given context, and status of disability inclusion in a given humanitarian context[footnoteRef:2]. The Job description should be agreed and discussed with members of the DI WG and the respective organization hosting such role and the structure it reports to, typically the ICCG and/or the Protection Cluster. [1:  Disability Inclusion Coordination Toolkit : tip sheet on How to develop a ToR for a Disability Inclusion WG, task team or similar]  [2:  See the Entry Point assessment matrix and DI WG self-assessment tools that help assessment of disability inclusiveness of a given response of this toolkit.] 




Background of the position
Under the responsibility of XXX, the Disability Inclusion Working Group Coordinator is responsible for overall direction and progress on the DI WG, operationalizing action plans, monitoring progress and reporting against activities and outputs, outcomes, advocacy, capacity building, learnings generated in the humanitarian response. S/he contributes within the country where S/he is based by further strategizing and leading the activities of the DI WG implemented at national level to enhance disability inclusion across the response. S/he, alongside co-chairs, plans and coordinates meetings, ensuring external representation of the DI WG and technical support to WG members, partners, clusters and other WGs present in the country, closely liaising with organizations working with and for persons with disabilities. 
Stakes of the position
In compliance with the IASC Guidelines on Inclusion of Persons with Disabilities in Humanitarian Action and promoting meaningful participation of OPDs, and to enhance protection and humanitarian outcomes for persons with disabilities:
· Analyse gaps and entry-points and accordingly support annual action planning for promoting inclusive coordination and information sharing, as well as disability inclusive humanitarian response planning through the DI WG and updating the DI WG’s strategy and approach accordingly;
· Strategize, coordinate and support members and other coordination mechanisms in their capacity development efforts to enhance disability inclusion in the humanitarian needs and response planning (HNRP) processes, the humanitarian program cycle, and in cross-sectoral approaches, such as Accountability to Affected Population (AAP);
· Strategize, coordinate, facilitate and/or support the development and/or adaptation of existing sector or cross-sector strategies, standards, tools and policies to enhance availability and quality of disability data and information; 
· Facilitate and analyse barriers and enablers for meaningful participation and leadership of Organizations of Persons with Disabilities (OPDs) in coordination (at national level and area based coordination level mechanisms) and humanitarian programming and the program cycle (HPC); accordingly strategize, facilitate, support and/or coordinate advocacy by and with OPDs and other actors, as required to enhance meaningful participation and leadership of, rights and opportunities of persons with disabilities and their representative organizations, OPDs;
· Support removal of barriers and strengthening of enablers to support leadership and meaningful participation of OPDs at national and area-based coordination level.
Responsibilities
Coordination, collaboration and information sharing with clusters, WGs and others:
· Chair, lead and represent the DI WG, inclusive of planning and coordinating monthly DI WG meetings and ad hoc meetings when technical guidance and support are urgently requested;
· Encourage the participation of cluster focal points on disability inclusion and if not in place their appointment to contribute to the DI WG, 
· In consultation with WG/Task team members, develop and steer the formulation of the action plan with indicators and adjust it as needed when changes in the crisis context of and humanitarian needs arise; 
· Establish, update regularly and/or maintain email list of DI WGs;
· Regularly share key information on the DI WG, disability inclusive resources, latest surveys, information on situation of persons with disabilities and standards in relevant online platform; 
· Facilitate and/or represent the DI WG’s inputs in the HNRP process, related inter-sector/ multi-sector needs assessments annual reviews, as well as the regular centrality of protection updates in close collaboration with the Protection Cluster; 
· Coordinate and/or support DI WG members to implement the activities in accordance with the jointly defined strategy, approved action plan from HCT, standard operating procedures, logical frameworks, action plan, and other relevant documents of DI WG;
· Effectively coordinate with clusters, working groups, area based coordination structures and other stakeholders to integrate disability based on identified gaps and requests towards an inclusive, localized and people-centred programming approach.
Data collection, analysis and reporting
· Support the contribution of the DI WG and members to the 4/5Ws exercises, OPD mapping, allow inclusive and safe access of persons with disabilities to basic and specific services, with a particular effort to ensure meaningful participation of OPDs; 
· In collaboration with co-chairs and WG members, promote and if required provide technical support for advancing disability-inclusive sector and/or inter-sector/ multi-sector needs assessments that provide information on the level of risks and barriers, unmet needs as well as capacities of affected persons with disabilities;
· Support mapping of existing OPDs in the affected crisis areas and manage related information sharing; 
· Promote and/or contribute to disability inclusive protection risks assessment, analysis processes and support meaningful participation of OPDs therein; 
· With the support from DI WG members, consolidate the data from different assessments/analyses and feed it into the HNRPs, centrality of protection and other reports.
Representation and advocacy:
· In collaboration with OPDs, actively participate and represent the DI WG in ICCG/T, the HCT as required, local/ national authorities and other coordination bodies;
· Facilitate the DI WG’s contribution to the development of evidence-based strategies, briefing papers and reports aimed at raising awareness around the situation of persons with disabilities, their specific risks, unmet needs/requirements and capacities to advance effective, people-centred and inclusive coordination and HPC; 
· In collaboration with or support of OPDs, participate in local, national or international meetings to raise awareness on unmet needs and priorities of persons with disabilities.
Capacity sharing and learning
· Coordinate, animate and/or support awareness rising, learning and other interest/needs-based capacity strengthening activities through workshops, learning sessions and/or trainings among members to address gaps in inclusive humanitarian needs and response planning, data collection and analysis: and response monitoring;
· Facilitate the review, co-development and/or updating of tools (e.g. assessment tools, surveys, sectoral checklists and/or tip-sheets, etc.) to promote inclusive humanitarian and resilience response;
· Based on agreed gaps, advise on localization, contextualization and/or operationalization of inter-sectoral inclusive tools and approaches (appropriate use of recognized data collection tools; identification of barriers; data disaggregation and analysis; early engagement of OPDs, support HNRP processes, etc.);
· Supports advocacy efforts and enhancing capacities/empowerment of persons with disabilities and their organisations to meaningfully engagement, including during relevant international days, publishing success stories, etc. 
· Support identifying barriers and enablers/opportunities and establishing joint action accordingly for enhancing meaningful participation of OPDs in capacity sharing, humanitarian coordination and decision making processes.
Resources mobilization & management
· Identify fundraising and resourcing opportunities for the running of the DI WG and its respective annual action plan, including reasonable accommodation and accessibility measures;
· Collaborate, lead and/or contribute to resource allocation processes for the DI WG.
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