Job Description




	Monitoring Training  & Evaluation Officer 

	1. Job Environment

	Position Information:
	Reporting Lines:

	Division: Program Implementation


	Report To: 
Regional Director





	2. Job Objective 

	Responsible for monitoring and evaluation of the program activities to support the successful implementation of programs.



	3.Functions of the Position

	1. Assist Regional Manager/ Prog. Manager PMO for technical guidance and support to community unit staff and volunteers in implementation of all Project activities.
2. Assist staff in preparing quarterly schedule for various projects with the consultation of Project Managers/ Officers in order to integrate activities.
3. Facilitate the staff in training and capacity building of communities.
4. Working in close liaison with Training manager at Head office for staff capacity building programme and training opportunities. 
5. Assist management for guiding the staff in timely preparation of their, performance reports and ensure their timely submission to Head Office.
6. Monitor that proper record is maintained in the field and all are timely reported to the Regional Office.
7. Ensure that all activities are being done according to the Annual Program Budget in Project area.
8. Monitor on going activities within FHCs, MCS & CBRHE and other programme components.
9. Collect and prepare monthly/quarterly/ Six monthly and annual progress reports.
10. Undertake analogical analysis.
11. Track performance according to the indicators given in log frame.
12. Give feedback to the management in the capacity building needs of staff.
13. Support management in preparing donor reports.
14. [bookmark: _GoBack]Undertake small surveys/ evaluate projects.
15. Analyze capacity of staff and arrange trainings/ and materials.
16. Any other tasks assigned from the time to time by the Regional Director.




	4. Interaction

	Within the organization
	Outside the organization

	Regional Staff
PMO Staff
Head Office

	Volunteers
Community
Government of Pakistan
Partner organizations
Market Based Other NGO



	5. Competencies

	Interpersonal Skill                        
             Presentation                                    
             Report Writing                                
             Communication
             Counseling

	Leadership Skills 
Team Building
Conflict Handling
Decision Making
Motivating Others
	Management Skills
Planning
Time Management
Coordination

	Technical Skills 
Analytical
Collaboration Dedication
Budgeting
Research



	6.Desired Profile of Incumbent Person Specification

	1.Education/Qualification:
	2.Work Experience & Traits:

	Masters in Social Science, Health or Equivalent
	2 to 3 years experience on the same position in social sector around the theme of RH/SRH & Rights
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