Save The Children

International Programs
ROLE PROFILE


	MEAL ASSISTANT 

	TEAM/PROGRAMME: Monitoring, Evaluation, Accountability & Learning (MEAL)
	LOCATION:  Wajir

	GRADE/TITTLE: 5
	POST TYPE: National 

	Child Safeguarding: 

Level 5:  the post holder will have contact with children and/or young people either frequently (e.g. once a week or more) or intensively (e.g. four days in one month or more or overnight) because they work in county programs; or are visiting county programs.

	ROLE PURPOSE
Under the general guidance and direction of the MEAL Coordinator and close working with Programme Manager; the Monitoring and Evaluation (M&E) Assistant will work as part of the Wajir  project team responsible for program quality assurance, accountability, documentation and learning. S/he will be involved in day-to-day implementation of the M & E system at Wajir Field Office including data collection, collation, entry, analysis and use for decision-making. The Monitoring and Evaluation Assistant will conduct quality assurance activities of field-based data collection mechanisms, program implementation and community accountability process. In addition, The assistant will support M&E systems at project level (PRIME), and other field-based data processes to produce reliable/quality data and support platforms for data use platforms for decision-making at the level of Wajir field office.
In the event of a major humanitarian emergency, the role holder will be expected to work outside the normal role profile and be able to vary working hours accordingly.



	SCOPE OF ROLE: 
Reports to: MEAL Coordinator 
Dimensions: Save the Children has been operational in Kenya since the 1950s, providing support to children through developmental and humanitarian relief programmes delivered both directly and through local partners. Current programming focuses on child protection, child rights governance, education, health, HIV/AIDS, livelihoods, nutrition and WASH. Save the Children now has an operational presence in Bungoma, Wajir Refugee Camp, Garissa, Wajir, Mandera and Wajir and we work through partners in many other parts of the country. Save the Children’s humanitarian response to the current drought focuses on FSL, nutrition, WASH, health, Education and Child Protection.

Staff directly reporting to this post: None

	KEY AREAS OF ACCOUNTABILITY:

· Work with the MEAL Coordinator and program team in all processes of ensuring efficient project data Management including collecting, organizing, and verifying accuracy of data before it is captured into database.

· Perform data entry and provide summaries and regular trend monitoring as requested by program teams.

· Filing the data collection forms and reports in an organized manner.

· Maintain and share updated database of all program data on regular basis and help retrieve information to inform project reporting

· Maintaining Monitoring action Tracker and the Indicator Performance Tracking Table for all projects in PRIME and output tracker
· Participate in regular monitoring of programme activities in the field including post distribution monitoring, write up reports and provide appropriate feedback to the supervisor and the field staffs accordingly.

· Participate and lead in facilitating Community feedback sessions and beneficiary Focus Group Discussions (FGDs) and semi-structured interviews and follow up on feedback with the relevant departments

· Assist in collecting and documenting human interest stories and case studies as benchmarks for best practices for use in periodic newsletters and other Assistant al publications

· Assist in undertaking data quality audit, spot checks and on-job trainings on proper data/information keeping for the various supported health facilities and community units.

· Assist in developing a system of analysing and managing information on beneficiary lists and training databases.

· Support Beneficiary Accountability across all programmes in keeping with the Accountability Framework, ensure prompt follow-up on feedback received

· Maintain the CFM database and conduct regular analysis to inform decision making and future project designs

· Support the process of testing and adopting relevant technologies for improving the efficiency of the program’s MEAL function. 

· Support in planning and organizing for surveys/evaluations, operational research and supervising data collection

	QUALIFICATIONS

· Must hold at least a Bachelors degree /Diploma in Social Sciences, Public Health, Development Studies, or Population Studies, or relevant field (with coursework in M&E, research and evaluation methodologies, statistical analysis or organizational development) or similar field of study. Undergraduate in similar faculty is an added advantage.

· At least 1-3 years of program monitoring and evaluation experience 

· Certificate in Monitoring and Evaluation from UoN, AMREF or KIM will be an added advantage

· Proven experience of undertaking evaluations/research with outstanding skills in qualitative and quantitative research and data analysis using relevant software such as STATA or SPSS and ATLAS.

· Good communication skills in English and Kiswahili. Local language is preferred



	EXPERIENCE AND SKILLS

Essential

· Minimum of 2 years of experience working in INGO’s and or UN Agencies in developmental or in humanitarian programmes, with 2+ years in field postings, and 2+ years working for an international agency on monitoring, evaluation, and learning.

· Experience of, and commitment to working through systems of community participation and accountability

· Demonstrated strong monitoring and evaluation skills, including planning/participating in evaluations

· Ability to write clear and well-argued assessment and project reports

· Technical expertise in various data analysis software and proven experience using mobile technology for data collection with experience of electronic data collection using tablets or other devices.

· Exceptional analytical and problem-solving skills and experience with statistical/graphical software or spatial software. 

· Proven experience with current technologies, such as web-based data management and analysis tools, digital data collection, mapping, Google applications, data visualization, interactive dashboards, etc

· Ability to work independently and as part of a team

· Strong communication and interpersonal skills, with experience working in multicultural, multi -location, values driven teams.

· Commitment to and understanding of Save the Children International’s aims, values and principles.

Desirable

· Experience working in arid and semi-arid land (ASAL) settings preferred.

· Highly developed cultural awareness and ability to work well in an international environment with people from diverse backgrounds and cultures

· Experience of managing private and international donor funded projects

· Experience of training and capacity building 

· Some experience of representation and ability to represent SC effectively in external forums.

	Equal Opportunities 

The role holder is required to carry out the duties in accordance with the SCI Equal Opportunities and Diversity policies and procedures.

Child Safeguarding

We need to keep children safe so our selection process, which includes rigorous background checks, reflects our commitment to the protection of children from any form of abuse.

Health and Safety

The role holder is required to carry out the duties in accordance with SCI Health and Safety policies and procedures.

Save the Children International does not charge any kind of fee at whichever stage of the recruitment process and does not act through recruitment agent.
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