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Position Description


	Position Title: Monitoring & Evaluation Officer

	Duty Station:  Aroyo  with frequent travel within the State

	Position Category:  Full-time  FORMCHECKBOX 
    Part-time  FORMCHECKBOX 
    AND     Regular  FORMCHECKBOX 
    Temporary  FORMCHECKBOX 


	Salary Level:  2

	Current Employee:        


PROGRAM/DEPARTMENT SUMMARY:

The Response to Emergency Needs of Conflict Affected People in South Sudan is a 9-month ECHO funded initiative aimed at protecting and improving access to food for vulnerable communities by increasing the productive capacity of households and markets. The program focuses on support for vulnerable host community members, returnees as well as IDPs. The program will be implemented in NBeG State.   

[Describe overview of job missioGENERAL POSITION SUMMARY:
The Monitoring & Evaluation (M&E) Officer will assist in developing the project’s M&E system. The Monitoring Officer will be responsible for verifying that Danish Refugee Council’s inputs and outputs at field sites are complete, timely, and compliant with donor and government regulations. The Monitoring Officer is responsible for maintaining and organizing project and grant files, verifying program information, and entering this information into monitoring databases. S/he will serve as a program administrator for the project and grant files by ensuring that they are complete.  S/he will take an active role in training program staff in the use of monitoring sheets and organization and maintenance of project files. Responsibilities will include monitoring visits project sites, and timely and accurate reporting and analysis of activities.
ESSENTIAL JOB FUNCTIONS: 

· Work closely with program staff to verify program data including data sources such as distribution lists, CFW timesheets, training attendance sheets, and monitoring sheets.
· Maintain up-to-date program monitoring databases.
· Ensure that program data (number of beneficiaries, locations, etc.) are correct and complete.
· Ensure that project files are complete, organized, and updated in a timely manner with original data sources.
· Work closely with finance and project staff to maintain up-to-date grant files.
· Verify program completion and quality through regular visits to field sites.
· Provide summary inputs to Program Team for regular reports.
· Develop a filing system for project files and related information.
· Train program staff on the collection of program data through monitoring and compliance tools (such as CFW timesheets).
· Ensure that program staff submit correct, complete information in a timely manner, and understand the importance of data collection.
· Develop monitoring tools and questioners to assist Danish Refugee Council to best evaluate the effectiveness of the programming.  

· Perform monitoring visits to communities in which activities are undertaken. Gather monitoring information from both community leaders and individual beneficiaries to verify effectiveness of programs and verify local participation. Investigate any issues or problems related to project activities. 

· Visit work and pay sites and observe all activities are in order and carried out in orderly, transparent manner in accordance with Danish Refugee Council standards. 

· Complete all monitoring and targeting reports in timely, accurate manner.  

· Design and conduct surveys of institutions/organizations regarding capacity building of national staff needs and interests. Capacity building areas may include, though are not limited to administration and team building, identification of new areas and development of activity plans. 

· Provide written reports to the Project Manager on a weekly basis in DRC format.  

· Provide spoken and written translation, from and to English and Arabic, as necessary. 

· Conduct himself/herself both professionally and personally in such a manner as to bring credit to Danish Refugee Council and to not jeopardize its humanitarian mission.

· Other duties as assigned.

Do This 

SUPERVISORY RESPONSIBILITY:

None

ACCOUNTABILITY

REPORTS DIRECTLY TO: 
Project Manager
WORKS DIRECTLY WITH: 
Other Project Managers & Officers, Finance and Operations Units, Programme Manager NBeG, M&E Officer DRC South Sudan Office
KNOWLEDGE AND EXPERIENCE: 

· University degree.
· At least 2 years experience working with local NGOs.
· Experience in project implementation and supervision. 

· Prior experience in monitoring programs and/or project administration necessary.
· Analytical and writing skills desirable.
· Strong computers skills – word-processing and spreadsheets experience required.
· Fluent in both spoken and written English and Arabic.
· Good communications skills, both spoken and written.
· Ability to prioritize, problem solve and pay close attention to details

· Ability to work as part of a diverse team and coordinate with project personnel.
· Strong organizational skills.
Deadline: Mar. 2, 2012 with view to start work March 15, 2012

Applications should include a cover letter and CV. 
Applications must be sent to jobjuba@drc.dk (please mark title of the position in the subject heading of your message) or hand delivered to DRC Aweil Office in Naivasha, Aweil Town.
Note: Contract subject to funding availability.
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