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	Job title
	Monitoring & Evaluation Officer

	Reports to
	Director Programmes


 Job purpose 

The  Monitoring  and  Evaluation  Officer  will  be  responsible  for  coordinating  and managing the monitoring and evaluation of project activities including membership and the key populations’ related activities in designated locations
Overall
1. Setting up/reviewing the M&E System involving an institutional M&E plan incorporating objectives, procedures and tools and a Logical Framework matrix providing performance and impact indicators and corresponding means of verification

2.   In   collaboration   with   stakeholders,   develop   an   overall   framework   for   both programme and project M&E that includes (but is not limited to) annual reviews, participatory impact assessments, process and operations monitoring, and lessons- learned

3.   Guide  the  process  for  identifying  and  designing  the  key  indicators  for  each component to record and report physical progress against the Strategic and Annual Action Plans. Steer the process for designing the format of such progress reports.

4.   Guide the process for identifying key performance questions and parameters for monitoring performance and comparing it to targets.

5.   Design the format for such performance reports.
6.   Clarify
core
information
needs
including:
Board,
Members,
SMT; programmes/projects and staff; funding agencies; cooperating institutions/partner implementing agencies

7.  Integrate human rights based approach to monitoring and evaluation into the assessment service, to measure the impact of this work on changing people’s lives.

8.   Ensure that all services comply with equal opportunities and other relevant policies and good practice.

9.   Undertake other relevant work as assigned by the Executive Director and Director of

Programmes

 Duties and responsibilities 

i.  Develop a monitoring and evaluation project plan and strategy. ii.  Create data capture systems for all of the projects outcomes.

iii.  Working in a team to identify additional outcomes expected and to implement appropriate data capture mechanisms to be able to evidence these outcomes.

iv.  Coordinate interviews for clients and organisations and record qualitative data. v.  Analyses data and write impact reports.

vi.  Source digital equipment and an appropriate app to use to gather secondary beneficiary data.

vii.  Show creativity in designing evaluations that are accessible. viii.  Manage digital app data recording, analyses the data.

ix.  With support from the Programme Director to manage the relationship with the independent project evaluators.

x.  Ensure  our  service  user’s  information  is  stored  according  to  data  protection requirement.

xi.  Work with the team to carry out LASPNET (Legal Aid inclusion access to justice services checks for member Organisations)

xii.  Write a report of policy and practice recommendations.
xiii.  Monitor quality of work from member organisation records.

xiv. Work with the program/project teams to develop the effectiveness of the programme ensuring the project provides to best possible outcomes for its beneficiaries.

xv.  Consult with staff, volunteers, service users and other stakeholders to evaluate the service, as agreed in the Monitoring and Evaluation plan.

xvi.  Contribute  to  the  development,  implementation  and  review  of  the  services’

strategic plan and future development. xvii.  Conducting research when required.

xviii.  Carry out any other tasks which may be within the scope of the post to ensure the effective delivery and development of the service.

xix.  Use the project data to be able to work with the programme manager, and the national team to develop reports that influence social policy.

xx. Work with the programme manager to develop best practice guidelines for community financial education initiatives.

xxi.  Identify key areas of ongoing project learning.

Managing self

Work to an agreed work-plan meeting targets and milestones.


Prioritise and manage own workload.


Take responsibility for personal  development and seek out opportunities for support and development.

 Qualifications and experience 


Bachelor’s Degree level education with Post graduate training in M&E

Essential Experience

3 years’ experience of data management, processing and analysis


Advanced experience of using Excel for data analysis purposes with a strong understanding of formulas, pivot tab les and other functionality


Experience of designing monitoring and evaluation systems and procedures.


Experience of working / volunteering in the project evaluation field

Desirable experience

Experience of working or volunteering in the voluntary sector


Experience using Statistical Analysis Software such as SPSS etc


Mapping (GIS).

Essential Skills

Proficient IT skills using other applications such as Word and Access and an ability to pick up a variety of data management tools.


Strong understanding of statistics.


An ability to prepare and present data with accuracy, clarity and credibility.


Excellent written and verbal communication skills.


Demonstrable skills to creatively and effectively solve problems


A commitment to managing data and producing highly accurate and credible data collection and analysis.


Demonstrable skills in project evaluation

Desirable skills

Skills in evaluating impact


Skills in research

Essential Knowledge, understanding & awareness

Knowledge of a variety of evaluation techniques and models.


Awareness of the issues, concerns and service needs facing low income household across the capital.


Knowledge of quality assurance systems within services to the public.

Knowledge of best practice for data collection and storage including adherence to the Data Protection Act

Desirable Knowledge

Knowledge of research methodology


Knowledge of how to influence social policy


Knowledge of the financial inclusion sector

Personal attributes

Highly motivated and enthusiastic approach to work.


Willing and able to work flexibly within the hours as set out in the job description

 Working conditions 
 This positions requires working beyond official hours and days to meet the deadlines for reporting by funding agencies.

 Physical requirements 

Not applicable

 Direct reports 

Positions to be supervised by the incumbent will include Project Assistants and

Interns/volunteers.
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