
                                                                                                                                 

Position Description 

Position Title Short Course Manager 

Project Australia Awards Indonesia 

Reports to Short Course Adviser 

Duration of Assignment Full time, commencing immediately, until 31 March 2018 

Location Jakarta 

 

Program Overview 

The goal of Australia Awards in Indonesia (AAI) is to enhance Indonesia’s development through the 

contribution of internationally qualified professionals and a strong and positive relationship with Australia. 

This will contribute to the overall objectives of the Australian Department of Foreign Affairs and Trade 

(DFAT) development cooperation program in Indonesia. 

Short courses are a capacity building tool to meet AAI outcomes of developing participants’ knowledge, 

skills and attitudes to contribute positively in their professional fields and communities, to develop links with 

Australians, Australian organisations, other alumni and agencies in Indonesia as well as to ensure that the 

participants view Australia in a positive light.  

Short courses provide a flexible, responsive and value for money HRD modality for DFAT to develop human 

resources within selected Indonesian organisations. Through participation in short courses, it is intended 

that participants’ enhanced knowledge and networks will enable them to contribute to organisational 

objectives, professional fields and communities. This is achieved through the engagement of senior agency 

staff to ensure the relevance of course content to the needs of the organisation. In addition to the 

development of the participants’ competencies, short courses also provide linkages between Indonesians 

and Australians at the individual and organisational levels.  

 

Position Summary 

The Short Course Manager will work under the direction of the Short Course Adviser to ensure quality 

delivery of Australia Awards short courses. This will include managing all phases of the short course cycle, 

from stakeholder consultation, identification of opportunities, leading input to course designs, developing 

course workplans and budgets, managing the administration of tenders, leading the process of participant 

selection, and monitoring and reporting on course implementation.  

 

Key Responsibilities   

Under the direction of the Short Course Adviser, the Short Course Manager will: 

 Manage relationships with the various stakeholders involved in planning and executing short courses. 

 Manage communication activities with participants about pre-departure activities (including briefing 

sessions), action planning workshops, pre-departure training, reintegration etc. 

 Manage logistical preparation for reintegration activities and workshops, and contribute to the schedule 

and program activities. 

 Liaise with and support the Alumni and Reintegration team to manage ongoing networking with short 

course alumni. 

 Supervise the conduct of administrative and finance functions. 

 Liaise with the training provider(s) regarding contractual requirements. 

 Manage monitoring and evaluation-related activities. 



                                                                                                                                 
 Manage the development of communication activities. 

 Lead in the development of relevant reports and milestones. 

 Assist with the preparation of materials for workshop presentations and supporting documents. 

 Supervise and mentor the Short Course Coordinator(s) 

 

Selection Criteria  

Qualifications  

 An undergraduate degree in an appropriate field of study 

 Postgraduate qualification in relevant field (desirable). 

Experience  

 Demonstrated senior level experience in project management in an international development context. 

 Experience in planning and budgeting processes. 

 Experience in project reporting and monitoring and evaluation. 

 Experience supervising and mentoring staff. 

 Experience in consulting and negotiating with team members and other stakeholders. 

 Experience in developing and maintaining effective work relationships. 

 Experience in research, analysis and synthesis of information. 

 Experience in financial management. 

Knowledge  

 Good knowledge of Government of Indonesia (GoI) system and approaches. 

 Understanding of the Australian higher education sector. 

 Knowledge of project management techniques. 

 An understanding of the international development assistance sector. 

Personal Attributes  

 Ability to think clearly and logically. 

 Relationship management skills 

 Proven ability to communicate effectively in writing. 

 Skills in problem identification and resolution. 

 Cultural sensitivity and ability to work with people from different cultures and disciplines. 

 Commitment to quality and ability to maintain high standards. 

 Ability to multi-task and allocate/ review priorities to meet deadlines in a time-bound environment. 

 Team player who is able to work independently. 

 Advanced computer skills including Microsoft Windows Word, Excel, Office, Outlook and PowerPoint. 

 

Child Protection Commitment Statement 

Coffey is committed to protecting the rights of children in all areas we work around the world. Coffey 

reserves the right to conduct police checks and other screening procedures to ensure a child-safe 

environment. 

 



                                                                                                                                 

About Coffey  

Coffey’s international development team has evolved into a comprehensive source of support for 

governments seeking to build stable societies, provide economic opportunities and empower citizens to 

improve their lives.   Today, Coffey Asia Pacific is part of a global network with more than 70 offices, 2100 

development professionals and 250 projects in 66 countries, for clients such as the Australian, UK and US 

Governments, the Asian Development Bank and private sector foundations. 

 


