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JOB DESCRIPTION 
Emergency Project Officer 

1 Department / Project(s) 
Disaster Risk Management (DRM) 

2 Workplace 
              Field based (With frequent travel across Rasuwa, Nuwakot & Dhading) 

3 Reports to / Level 
Emergency Response Coordinator (ERC) 

4 Supervises 
N/A 

5 Authorized Equipment 
              Laptop 

6 Job Summary 
The Emergency Project Officer (EPO) will lead the field-level planning, coordination, and 
day-to-day implementation of emergency response projects. Based directly in project 
areas, this role acts as the primary operational link between ADRA Nepal, local 
implementing partners, municipal governments, and target communities. The EPO 
ensures timely delivery of project outputs, oversees field activities, resolves local 
operational bottlenecks, and supports basic routine data gathering and site verification in 
accordance with ADRA Nepal’s humanitarian standards and donor mandates. 

6.1 Behaviour Competency  

• Field Leadership & Initiative: Proactive in taking operational decisions on the 
ground and resolving field-level bottlenecks effectively. 

• Integrity & Accountability: Maintains high ethical standards, transparency, and 
accountability to affected populations and partners. 

• Adaptability & Resilience: Able to cope with challenging field conditions, remote 
environments, and dynamic crisis situations under pressure. 

• Cultural Sensitivity & Inclusivity: Demonstrates respect for diverse local 
communities, gender equality, social inclusion, and safeguarding principles. 
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• Teamwork & Collaboration: Builds constructive, collaborative relationships 
with partner staff, local government officials, and community members. 

6.2 Knowledge 

• Bachelor’s degree in Public Health, Disaster Risk Management, or a related field. 

• Minimum of 3 years of hands-on, field-based experience in the project 
management in Nepal. 

• Practical understanding of local government DRR structures, cluster response 
mechanisms, and field logistics in Nepal. 

6.3 Skills 

• Excellent field coordination, community mobilization, and operational problem-
solving skills. 

• Strong interpersonal, negotiation, and cross-cultural communication skills in 
Nepali (fluency in local district languages is a distinct advantage). 

• Ability to handle project implementation independently at the field level. 

• Basic working knowledge of data collection methods and mobile data tools (e.g., 
KoboToolbox). 

• Excellent verbal and written English and Nepali. 

• Able to cope with a diverse working climate and work pressure. 

7 Responsibilities and Expected Outcomes 
7. 1. Field Project Coordination and Implementation 

• Lead day-to-day implementation of emergency response activities across target 
field locations in line with approved project plans, schedules, and budgets. 

• Follow up on activity timelines, field-level targets, and deliverables, providing 
immediate operational updates to the ERC. 

• Monitor project progress on the ground; identify implementation gaps, delays, 
and community-level challenges for immediate field resolution. 

• Facilitate field logistics, multi-purpose cash assistance, material distribution, and 
community mobilization activities alongside project teams and local partners. 

• Ensure all field activities strictly adhere to humanitarian standards, protection 
principles, safeguarding policies, and gender/social inclusion (GESI) guidelines. 

7.2. Local Partner Oversight and Field Support 
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• Serve as the primary, on-site contact for local implementing partner agencies in 
the field. 

• Maintain daily contact with partner field staff to follow up on activity progress, 
resource deployment, and local operational issues. 

• Provide direct support to partners on community-level planning, local activity 
documentation, and compliance with project agreements. 

• Review partner field updates, spot-check activity execution, and flag performance 
issues to the ERC. 

• Facilitate joint field planning sessions, site inspections, and regular field review 
discussions with partner teams. 

7.3. Field Verification, Routine Data Gathering & Site Observation 

• Support the rollout of standard monitoring tools in the field by collecting primary 
data, attendance sheets, and distribution logs. 

• Conduct regular field visits to project sites to verify activity completion, observe 
operational quality, and document direct field feedback. 

• Assist in collecting routine beneficiary feedback, qualitative case studies, human 
interest stories, and photographs (ensuring informed consent). 

• Maintain complete and updated physical/digital field project files, activity photo 
logs, and partner submission records at the field level. 

7.4. Operational Information Flow & Field Progress Tracking 

• Compile daily/weekly field updates, site visit notes, and activity completion 
summaries for the Emergency Response Coordinator and technical team. 

• Assist in gathering initial inputs and raw data required for formal project reports, 
briefing notes, and situation updates. 

• Maintain basic field-level tracking sheets for distribution targets, activity logs, 
and site-specific progress matrices. 

• Provide immediate field updates during rapidly evolving disaster situations or 
changing community needs. 

7.5. Local Government and Stakeholder Liaison 

• Act as ADRA Nepal’s primary representative in field-level coordination meetings 
with local governments, District Disaster Management Committees (DDMCs), and 
local cluster mechanisms. 
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• Coordinate field intervention plans directly with ward officials, municipal 
authorities, and community leaders to ensure local alignment and buy-in. 

• Facilitate field visits for government officials, donor delegates, and central 
management teams. 

• Promote transparency, accountability to affected populations (AAP), and smooth 
community relations in all field locations. 

7.6. Field Logistics, Procurement & Admin Coordination 

• Coordinate with ADRA Nepal’s field/admin logistics teams and local partners to 
ensure timely supply chain delivery, warehouse staging, and relief distribution. 

• Oversee the receipt, local storage, and proper dispatch of emergency relief items 
in target communities. 

• Assist in preparing field activity budgets, verifying local vendor quotes, and 
organizing field finance documentation in accordance with organizational 
financial rules. 

7.7. Emergency Assessment and Rapid Response 

• Deploy quickly to participate in initial rapid needs assessments (RNA), multi-
sector initial rapid assessments (MIRA), and field verification tasks following 
disaster events. 

• Support rapid relief mobilization and initial distributions during acute 
emergency phase scenarios. 

• Provide real-time situation reports on access, security, damage levels, and 
emerging humanitarian needs from affected areas. 

8 Work Health, Security, and Safety (WHSS) 
• Carrying out their duties in a manner that does not adversely affect their own 

health, security, and safety or that of others. 

• Cooperating with measures introduced in the interests of work health, security, 
and safety. 

• Immediately report all matters which may affect workplace health, security, and 
safety to their supervisor. 

• Correctly using any information, training, personal protective equipment, and 
safety devices provided. 

• Refraining from intentionally misusing or recklessly interfering with anything 
that has been provided for health, security, and safety reasons. 
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• Undertaking only those tasks for which they have authorization and/or the 
necessary training, and for which all necessary safety arrangements are in place; 
and 

• Cooperating with arrangements made to assist the return to work of ill or injured 
employees. 

9. Others 
• Conduct any other related duties assigned by the supervisor. 
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