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JOB DESCRIPTION

	Job Title:
	Monitoring & Evaluation Assistant

	Company:
	Self Help Africa

	Department:
	Programmes

	Location:
	Kisumu

	Reports to:
	M&E Coordinator

	Salary:
	Gross Annual Salary; Kshs. 1,547,225 per annum

	Benefits
	21 days annual leave, Medical Insurance and 10% Employer pension contribution

	Expected Travel
	National level travel will be required

	Restrictions
	6 months’ probation and 2 Years with possibility of renewal

	Job Code:
	HR 4/5/2017

	Job Purpose:
	The purpose of the job is to work with the M&E Coordinator to ensure effective planning, implementation and reporting of Monitoring and Evaluation related activities for the Cassava Value Chain Programme funded by the European Union. The overall objective of the Programme is to increase food and nutrition security, employment and income among 28,000 smallholder-farming households (at least 60% women) in Seven Counties (Kisumu, Homabay, Migori, Siaya, Busia, Kitui and Kilifi). 
Specifically, the programme intends to increase income levels amongst target households through increased cassava production for both subsistence and trade; it will reduce the hunger gap amongst target households by promoting cassava, a drought-tolerant crop; Create 5,600 net equivalent jobs amongst the Farmer Business Groups supported by the programme; increase the decision-making power of female farmers through an integrated gender sensitive approach and improve on the dietary diversity of cassava-producing households through the promotion of intercropping with legumes and pulses, cassava products and nutrition education. 
The Monitoring and Evaluation Assistant will ensure that all necessary M and E systems for tracking the programme, implementing learning and improving the programme are in place. She/he will build the capacity of staff and implementing partners, communicate M&E information and play an important role in documentation and reporting related to the Cassava Value Chain Programme.

	Key Responsibilities:
	1. In collaboration with the M&E Co-ordinator establish a sound M&E system, including frameworks and plans that will ensure effective tracking of projects and programme progress.

2. Provide programme oversight on implementation of the M and E systems and tools 
3. Ensure monitoring and Evaluation systems, tools, data collection, data cleaning, data entry and data storage are appropriately implemented by partner staff.
4. To support project staff and implementing partners to manage and maintain project database system. 
5. Develop a capacity building plan. Identify the capacity needs of implementing partners and support the M&E Co-ordinator in building the capacity of implementing partners on Monitoring and Evaluation processes 
6. Maintain a backup database as well as filling systems for all programme data, reports, photographs and documentaries for future references
7. In liaison with the M and E Coordinator, coordinate programme level surveys, evaluations and researches 
8. Contribute to the preparation of programme visibility/marketing material and participate in the development of scoping document, fund raising and resource mobilization.
9. Support the finance team in monitoring the programme budget and ensure that programme reports are in line with financial reports

10. Prepare timely monthly & quarterly reports as required by SHA and the donor 

11. Undertake visits to the field throughout the programme implementation period, as needed to support and/ or supervise data collection or verify data quality; 
12. Any other duties as assigned by the M&E Coordinator.


	Key Relationships:
	Internal

· M and E Programme Coordinator (Line Manager)
· Programme Manager

· Head of Programmes
· Programme Co-ordinators

· Head of Finance and Administration

External

· Partner organisations, 

· Government Ministries/ departments,

· Other like-minded organizations and institutions

	Knowledge and Experience:
	· At least 3 years relevant working experience in Monitoring and Evaluation  in Donor funded Project

· Has excellent knowledge and practice on Cycle of project management

· Demonstrated skills in result based M&E frameworks, indicators tracking, M&E systems development, Development of data collection tools and report writing.

· Familiarity with database management and statistical analysis, and a thorough understanding of M&E 

· Practical/ Field experience in data collection, analysis & data quality control.

· Excellent knowledge of Windows environment (Word, Excel, Power Point, Access) 

	Qualifications/Other Requirements:
	· A first degree in social sciences, development Studies, Project planning & management, Monitoring & evaluation or other related discipline from a recognized university.

· Training in Project Management will be an added advantage

	Role Competencies:
	· A strong commitment to the aims, objectives and values of SHA Kenya 

· Commitment to international and humanitarian NGO codes, standards 

· and practices

· Excellent facilitation, communication, leadership and interpersonal relations,

· Outstanding analytical and problem solving skills

· Ability to work under minimal supervision.

· Ability to deliver desired results within strict deadlines


This Job Description only serves as a guide for the position available and SHA reserves the right to make necessary changes.
Self Help Africa is committed to equal employment opportunities
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