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JOB DESCRIPTION

	Job Title:
	Programme Coordinator -Quality Assurance, Monitoring and Learning (QAM&L)

	Company:
	Self Help Africa Malawi Country Programme

	Department:
	Programmes Department

	Location:
	Lilongwe

	Reports to:
	Project Coordinator


	Salary:
	

	Job Purpose:
	The purpose of the Project Officer-M&E is to work closely with other project team members to support monitoring, evaluation and learning activities under the Shire Basin Sustainable Natural Resources Management Social Enhancement Project in Balaka and Machinga districts.

The M&E officer will ensure that the project adheres to the agreed project implementation standards, manuals and donor reporting standards. This will include data collection tools design, data collection and analysis and reporting. The post holder will assist  project staff in the use, adaption and reporting from different tools and processes and will be active in identifying learning opportunities from the project work that demonstrate impact, outcomes and important learning opportunities including case studies, publications and success stories.

This is a challenging role in order to ensure the Malawi Country Programme gets good, effective and efficient technical support for smooth implementation and quality delivery of programmes.

	Key Responsibilities:
	· Support the Project Coordinator in ensuring effective and efficient management and delivery of the project activities  through annual planning, budgeting, reporting and day-to-day project operations consistent with project cycle management and the project’s goal with highest standards of programmatic quality

· Lead in the development and implementation of project monitoring, evaluation and learning (E&L) strategy.

· Lead in development of technical design of M&E methodologies and monitoring tools including data collection, storage and analysis.

· Work with project staff to ensure M&E tools and processes are utilized effectively.

· Provide technical advice to staff and stakeholders on M&E decisions, such as the identification of priorities, needs and indicators; the design, set up and use of M&E systems to collect data; and the design of Evaluation and Learning studies.

· Identify opportunities to provide and present evaluation and learning findings and data to Self Help Africa Programmes team to contribute to decision-making and strategic planning processes in MCA project, as appropriate.

· Ensure information from M&E activities is properly analyzed and written for reporting and learning.

· Collation and analysis of M&E data (including through surveys, web statistics, interviews, case studies and reports) and analyzed against outcomes to draw out learning and implications.

· Triangulation of findings using different types of data and analysis of trends over time,

· Produce project monthly, quarterly reports, document and sharing of written feedback about impact and learning findings to stakeholder groups.

· Ensuring reports and findings are communicated effectively via close collaboration with the Programme Coordinator- Quality Assurance and Capacity Development (PC-QACD) in Self Help Africa.

Participate in external events in order to undertake M&E related data collection or share organizational and programme E&L findings.
Representation

· Promotion of the organisation’s positive image through collaboration and networking,

· Ensure that the programme collaborates and networks with other stakeholders such Government ministries and departments, donor agencies, NGOs and private sector organizations,

· In coordination with the Project Coordinator, represent SHA at national (Malawi) levels; to donors, local and national government authorities, other NGOs, and any other parties as required;

· Any other duties as assigned by the Project Coordinator from time to time

It is expected that you will: 

· Carry out these accountabilities within the operating and process frameworks that apply to the whole Self Help Africa organisation.

· Work together with all your key stakeholders: line and functional to ensure organisational objectives, mission and vision are met.

· Exemplify the Self Help Africa Standards of Integrity, Purpose & Values.

· Be in a position to travel when required.

	Key Relationships:
	Internal

· Head of Programmes, Project Coordinators & other project staff,

· Self Help Africa Malawi Country Programme  Staff and administrative

External

· External stakeholders, government departments, banks, CEPA officers

· Balaka and Machinga District Agriculture office,

	Knowledge and Experience:
	· Good interpersonal and communication skills. A methodical, thorough approach with attention to detail. Experience in use of participatory research approaches.

· Experience of working in a multi-organizational context, with partners, stakeholders, clients.

· Experience of facilitation and providing capacity support for stakeholder groups.

· Experience of organizing workshops or events Ability to build and maintain effective working relationships with a range of people.

· Ability to work as part of a team, often without direct supervision.

· Attention to detail and a commitment to the quality of outputs
· Good knowledge of Self Help Africa ethos, philosophy of work, core values

	Qualifications/Other Requirements:
	Essential

· Minimum degree in Social Sciences, Development Studies, Information Management or equivalent professional experience. 

· At least 3 years’ working in a monitoring and evaluating role involving the design and implementation and analysis of monitoring, evaluation or operational research including experience in supporting and promoting learning in an organizational context. 

· Experience in social science research methods, relevant to monitoring and evaluation, both quantitative and qualitative. 

· Demonstrable understanding of monitoring and evaluation principles and practice.

Desirable 

· Experience working in I/NGOs

	Role Competencies:
	· Excellent community skills, including community based planning, monitoring and evaluation

· Knowledge of development research. 

· Demonstrable understanding of the contemporary information for development environment.

· Excellent research skills, including quantitative and qualitative research methods along with data analysis skills and familiarity with data analysis software. 

· High level of integrity and high standards of personal conduct.
· Strong computer skills especially with Ms Word and Excel and other related packages

· Attention to detail and the ability to produce timely and accurate reports

· Ability to work as part of team across different cultures

· Ability to work with minimum supervision and take initiative


This Job Description only serves as a guide for the position available and SHA reserves the right to make necessary changes. 

This Job Description has been read and clearly understood.

Signed: ________________________________________________________________

Name and Date: _________________________________________________________
Self Help Africa is committed to equal employment opportunities
