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Position Description

	Monitoring, Evaluation, Accountability and Learning (MEAL) Manager
	 FORMCHECKBOX 

	New
	

	
	 FORMCHECKBOX 

	Revised
	

	
	 FORMCHECKBOX 

	No change
	

	Position Title
	
	Grade

	

	Department                                                                  Country

	
	

	Incumbent’s Name (if applicable)
	Date Submitted to HR


	Job Summary

In a brief paragraph, state the position's overall purpose or objective, highlighting the general functions for which the position is responsible. Why does the position exist and what must it accomplish.  IMPORTANT:  This section, along with the “Qualifications” section and “Working Conditions” section, will appear in the CARE Job Newsletter, so please describe fully.

	CARE International in XXX  (CARE) is providing humanitarian assistance to people affected by the XXX crisis. In doing so, it often works with local/national implementation partner for the delivery of humanitarian assistance, whilst employing a combination of direct and remotely managed interventions. 
The main purpose of this position is to provide overall management of the MEAL system within CARE’s humanitarian response activities in XXX. The incumbent will be responsible for generating timely, accurate and relevant evidence of the results of the interventions implemented by CARE and its partners .  
Superior skills in (remote) monitoring, accountability, implementation and operational management are required as well as leadership skills for an efficient support-supervision of CARE MEAL staff and partners. As a member of the programme management team the incumbent is expected to show strong competencies related to internal communication, efficient process management and effective decision making. 
Specifically, the Manager will:

· Develop and maintain functioning monitoring systems and accountability mechanisms that are ‘good enough’ and that can be improved over time.  

· Build CARE partner and staff capacity in M & E systems and accountability mechanisms, including remote monitoring systems.
· Supervise a team of Monitoring & Accountability Officers and assistants

· Manage consultants that can provide independent (remote) post-activity monitoring of CARE-supported programming and (beneficiary) accountability mechanisms. 

· Network with other agencies undertaking similar activities to integrate good MEAL practices in similar contexts.

· Ensure monitoring and evaluation activities generate accurate, timely and relevant data against agreed indicators and targets as needed by partners, CARE managers, donors and relevant humanitarian aid coordination mechanisms.



	Responsibilities and Tasks 

Describe the major responsibilities, principal tasks, competencies and end results for which the position is accountable (limit responsibilities to five). Include WHY it is done and the impact to the organization.  List the responsibilities in the order of importance and state the percentage of time the employee spends on each responsibility during a typical year.

Employees who supervise other regular employees on a continuous basis should have Staff Management as the number one Job Responsibility.  Full supervision includes: performance management, hiring, terminating, developing and coaching the employee in the course of his/her duties.  The general rule of thumb for percentage of time for management of others is 5% per direct report.  Example: If a supervisor has six direct reports then at least 30% of his/her job should be allocated to supervising those employees.



	Job Responsibility #1
	30%

	Strengthen CARE and partner staff capacity 
· Ensure that CARE staff and CARE partners have a shared vision of the importance of accountability and monitoring. 
· Supervise and support capacity development for a team of CARE MEAL Officers and Assistants
· Work closely with partner organizations, through training as well as on-the-job coaching for specific accountability and M&E focal points, to build capacity and confidence in these particular areas 
· Joint capacity building and development of tools with PSHEA and technical sector leads

	% of time

	Job Responsibility #2
	35%

	Establish and strengthen MEAL systems
· Develop (remote) monitoring strategies and SOPs for CARE managed programming activities, with an appropriate work plan and roles and responsibilities as well as appropriate (preferably digital) data collection and accountability tools developed and tested in close collaboration with implementing partners

· Establish strengthened accountability systems as part of the projects, including information dissemination and feedback mechanisms at community level
· Establish plan for programme and project based evaluations and response reviews in line with CARE standards as well as contractual commitments
· Establish a mechanism to review MEAL systems, and to improve them over time in close consultations with partners
· Develop M&E plans for integration into donor proposals that are realistic and meet requirements for CARE’s global monitoring (global indicators & guidance) as well as donor standards
· Identify opportunities to work collaboratively across agencies on monitoring and accountability and where appropriate, to share ideas, experiences, successes and challenges

	% of time

	Job Responsibility #3
	15%

	Manage consultants or other external stakeholders to undertake monitoring of CARE-supported activities
· Identify external, 3rd party stakeholders that can undertake monitoring visits and facilitate and supervise their activities
· Network with other agencies (incl. relevant national Working Groups (e.g. AAP, assessments) undertaking similar activities activities to integrate good MEAL practices in similar contexts.

	% of time

	Job Responsibility #4
	20%

	Document and share outputs and lessons learned 
· Produce / adapt tip sheets, guidance notes and SOPs to support learning by Country Office staff and other country offices operating under similar conditions as an aid memoire and to facilitate any follow up

· Document strategy, work plan, protocols, formats, tools that have been developed,

· Document and disseminate good practice examples and challenges of (remote) monitoring and accountability 

· Ensure proper documentation of evaluations and reviews (including secure archiving of primary data) as well as synthesized lessons learnt and recommendations. 
	% of time

	
	


	Problem Solving

There are three levels of problem-solving:  1) What has to be done and how to do it are clearly defined, and the incumbent will face identical or similar problems on a regular basis; 2) What has to be done is known, but how to do it is not defined.  The incumbent must use interpolative skills to pick and choose the right strategy to address a given problem; and 3) Why things are done is known, but what has to be done and how to do it are not defined.  Situations are variable and the incumbent’s response will involve analysis, problem definition, development of alternatives, and making recommendations.  He or she will face and address problems that are typically non-recurring.

Please indicate which of the above levels of problem-solving this position will face, and why the position falls into that category.

	About 20% of the problem solving of this position would be level 1.  It is expected that 60% would be level 2, and 30% would be level 3 to include troubleshooting and training.




	Qualifications (Know-How)

Indicate the minimum required level of education, experience, and skills necessary to qualify for the position and fulfill the organization's expectations for job performance.  Also include the education, experience, and skills desired for the position.

	Education/Training

e.g. high school diploma; college degree (specify major/minor); specialty (CPA, Midwife, etc.).  Include the following phrase when possible: “or equivalent combination of education and work experience”

	Required

	Master’s Degree in Development studies or International Relations and experience with organizational assessment, measurement, evaluation and development


	

	

	Experience

Number of months/ years of previous professional experience in a similar position

	Required

	· 5 years experience in Humanitarian Aid operations.
· 2 years experience in managing MEAL responsibilities within the global humanitarian sector
· Experience establishing M&E and accountability systems in a remote programming context.
· Experience in developing a MEAL team in a complex crisis environment 


	Desired 

	· Five years experience in not-for-profit organization operating in complex emergency environments
· Extensive experience conducting gender analysis and implementation of gender sensitive approaches

· Experience in training and/or coaching of civil society organisations


	Technical Skills

Examples:  languages; planning; budgeting; word-processing, basic accounting; advanced written communications; presentations; fundraising; training/facilitation, etc.:

	Required

	· Technical skills in monitoring, accountability and program design
· Particular expertise in digital M&E processes including response data management

· Professional English + at least one relevant other language (Arabic, Spanish, French, Portuguese)
· Understanding of reporting mechanisms required to align with Global MEAL standards in the Humanitarian Sector

	Desired

	· Knowledge and skills: knowledge of CARE policies and procedures, Sphere and the Red Cross/ NGO Code of Conduct
· Information management and telecommunication skills and proficiency in information technology/ computer skills


	Competencies

Given the responsibilities and level of accountability of the position, please list the performance competencies in order of importance.  These will be used both for recruitment and performance management.  

	Respect

Integrity

Diversity

Excellence

Facilitating Change
Building Relations across Work Units

Communicating with Impact

Planning and Organizing

Innovation
     
     
     
     



	Freedom to Act / Impact 

Please select the level of responsibility/contribution:

X  PRIME (takes full and total responsibility)

 FORMCHECKBOX 
  CONTRIBUTORY (provides support and contributes to the overall success)

 FORMCHECKBOX 
  ANCILLARY (provides support but contributes indirectly to the overall success?  

	General Accountability

	List the types of decisions the jobholder can make without prior approval.

	·      

	

	Describe this position’s level of autonomy for determining staffing of its area of responsibility.

	     

	Financial Accountability

	Dollar amount of budget managed
	$     

	Dollar amount of signing authority for this position
	$     

	Provide detail as to the financial impact and magnitude of this position:

	     

	Contacts/Key Relationships

List the primary external and internal relationships, which the employee is expected to maintain. Briefly state the purpose of these interactions (including any significant committee involvement) and title of the contact person/people.

	
	Position Title
	Relationship Purpose

	Internal:
	
	     

	External:
	Partners

	     

	
	
	

	
	
	

	
	
	


	Living Conditions

Describe the location of work, expected percentage of travel, special conditions that apply to the position.

	Location
	

	Expected percentage of time traveling                   
	

	Special Conditions

(e.g. availability of basic schools/medical facilities, security situation)

	     


	Organization


	
	Next level supervisor
	

	
	Country Director
	

	
	
	
	

	
	Immediate supervisor
	

	
	Assistant-Country Director for Programs
	

	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	Peer
	
	Peer

	 
	
	     
	
	This position

	
	Gender Advisor      
	
	Program Manager

	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	Direct reports
MEAL Officers/Assts.
	
	
	
	

	
	
	
	
	
	
	
	
	


	
	
	

	Employee’s signature
	
	Date


	
	
	

	Supervisor’s signature
	
	Date


	
	
	

	Next-level Supervisor’s signature
	
	Date


Please be sure to complete this position description in its entirety.  Incomplete descriptions delay posting and grading.  Submit all jobs to the HR Business Partner by Monday of each week for posting or grading.
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