Programme Officer- Monitoring, Evaluation and Learning (MEL) - DRC
Job Description

Job Purpose:

The Monitoring, Evaluation and Learning (MEL) Programme Officer (PO) post will be responsible for the monitoring, evaluation, and learning components of all CAFOD projects in DRC, including the design and implementation of the Monitoring, Evaluation and Learning (MEL) Plan. The post holder will do this by providing advice and guidance in collaboration with programme teams on MEL processes and best practice. The post holder will also work closely with partners and help them put their MEL system in place. This includes developing or refining MEL tools for governance and peacebuilding, humanitarian, livelihood programmes and supporting MEL planning (particularly at project design stage), evaluation management and utilisation processes and coordinating/providing MEL training and development. 
Job Scope

· Design and implement a MEL framework for institutionally funded projects, drawing on the proposal and logframe agreed with donors and in collaboration with programme staff and partners.  
· Support the design and implementation of all new and starting projects within CAFOD 

· Support CAFOD’s partners in the revision of work plans and strategies in collaboration with the Programme Officer.
· Monitor all institutionally funded programme inputs, activities, outputs, results and impact, ensuring consistency with the agreed proposal, budget, and log frame
· Support the development of a robust and participatory monitoring, evaluation and learning system, across all CAFOD’s programmes in DRC.  

· Raise awareness about M&EL and build CAFOD and partner staff capacity in M&EL tools and resources.
· Lead and facilitate CAFOD programme learning and reflection meetings, feeding back key learning to colleagues and UK teams, and contribute to the monitoring and review of CAFOD’s country strategy for DRC.
· Promote mainstreaming of cross cutting issues in all of CAFOD’s programmes in DRC, providing advice, training and support to programme and partner staff as required. 

· Carry out some task supervision but no formal line management responsibilities

Accountability

This role reports to the Programme Manager – Governance and Livelihood  
Key responsibilities:
Develop and manage a robust monitoring, evaluation and learning system of all programme for CAFOD DRC (40%)
· Design in consultation with the Programme Effectiveness Unit (PEU) in the UK and colleagues in DRC, a M&EL database system for all institutionally funded projects in DRC, which is aligned to the overall programme proposal and logframe.
· Support CAFOD partners and programme staff to develop a monitoring and evaluation system, ensuring indicators are tracked, PCM tools are used, and donors and CAFOD grant conditions (eg on supply chain management, document storage and accountability) are monitored and upheld.  
· Develop, refine and manage the process for regular reporting on findings in coordination with other programme staff.
· Ensure the timely and effective coordination of robust internal and external reviews and evaluations in all institutionally and Cafod General programme. 

· Regularly review and improve the M&E system of all CAFOD programmes by seeking stakeholder inputs and through consultations with PEU advisers, other programme staff and partner organisations.
· Provide feedback from site visits and ensure that learning particularly around the use of innovative practice is formally documented and reported. 
Support the development of effective Monitoring and Evaluation approaches across CAFOD’s programmes in DRC. (15%)  

· Provide advice and support to programme staff in the development of robust M&E approaches across CAFOD’s programme work, ensuring respect and use of PCM tools. 
· Keep abreast of the latest developments in MEL and network with other organizations for best practices and technical assistance.
· Lead and facilitate programme learning and reflection meetings, feeding back key learning to colleagues and UK teams, and contribute to monitoring and review of CAFOD’s country strategy for DRC.
Capacity strengthening of partners to use the M&E framework and tools (20%):

· Undertake partner capacity needs assessment regarding M&E and gender, and coordinate, develop and facilitate training materials and presentations for capacity             building of CAFOD staff and Partners on M&E, ensuring they have the tools required to implement quality and impact-oriented programmes.  
· Document/ capture learning and experiences, sharing these within CAFOD’s networks and working groups.
· Review project proposals received from partners and advise on suitability of MEL framework and tools
· Facilitate training of partners in the use of new MEL tools where necessary
· Advise and accompany partners to collect and collate M&E programme data
Assistance in the delivery of external evaluations and baseline assessments (15%):

· Draft terms of reference for external consultants, based on project proposals and donor guidelines

· Support administration and logistics for external consultants at CAFOD and partner level

· Support external consultants with data capturing, data inputting and analysis 

Keep up to date and disseminate new developments and best practices in M&E (10%):

· Compilation of beneficiary case studies, external project materials including photographs

· Liaise with other CAFOD M&E staff on global reporting requirements and sharing of best practices

· Stay up to date with developments in the field of M&E

· Advise staff on partners on new developments

· Share learning and best practice with programme staff

· Attend/represent at coordination and/or learning events as appropriate 

Notes:

1. This list of duties and responsibilities is by no means exhaustive, and the post-holder may be required to undertake other relevant and appropriate duties as required. This job description is subject to regular review and appropriate modification;
2. If considered useful and appropriate, specific percentages per function/areas of responsibility can be assigned by agreement between the post-holder and his/her line manager.
Child Protection 

CAFOD recognises the personal dignity and rights of children, towards whom it has a special responsibility and a duty of care and respect.  CAFOD, and all its staff and volunteers, undertake to do all in our power to create a safe environment for children and young people and to prevent their physical, sexual or emotional abuse.  CAFOD is committed to acting at all times in the best interests of children, seeing these interests as paramount.  

This post-holder is likely, or potentially, required over the length of the time that they are in post:
 
· to have contact with children (people under 18) in the course of their work;

· to see the same child more than once or otherwise to have the chance to build a rapport with a child through their work;

and CAFOD is unable to guarantee that this contact with children will be at all times supervised by someone with an enhanced criminal records check and a check of the data barring list for children. They will require the Enhanced Disclosure including a Barred List check for Children.   
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Key Competencies

	Essential

	Understanding our context 

A Understanding Catholic identity; Works comfortably with secular and Church partners 

B Understanding CAFOD 

C Understanding international development;. 
	Working together 

D Managing ourselves 

E Working with others; especially local partners and other staff; can build capacity of colleagues and partners
F Communicating; Fluent written and spoken English
G Looking outwards; Carries out partner capacity assessments and identifies support needs; collaborates with colleagues across CAFOD, and good at networking with other agencies on M&E 
	Making change happen 

H Managing resources; Delivers programmes within an agreed budget; Develops programme funding proposals; Makes effective use of ICT
I Achieving results; Delivers work within the context of an agreed programme framework, uses programme cycle management tools effectively and demonstrating and reporting impact 
J Managing our performance 

K Taking the lead
	Job-specific competencies

I. Knowledge and experience of development issues in DRC 
II Experience working with local partners and building their capacities in M&E 
III. Demonstrates experience in project  design, proposal writing, monitoring,  evaluation and gender oriented programming  



	Desirable

	· IV. Job-specific competency
· Strong experience monitoring, evaluation and learning 
· Skills/Experience in numerical methods and database management 

· Strong experience in developing performance indicators, data collection and analysis
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Strong analytical, writing and documentation skills




Terms and Conditions

	Contract
	A two year fixed term contract, including a 6 months probationary period.

	Salary
	Grade 6a.1: $ 27,766  per annum (including 13th month salary) with 10 annual increments, up to 34,012$US. 

	Hours
	35 hours per week. Normal CAFOD office hours are 8.00 am to 4.00 pm with one hour for lunch. This post will require some weekend and evening work for which time off in lieu may be taken.

	Holidays
	A total of 34 working days comprised of 20 working days per annum plus statutory holidays plus 6 days determined by CAFOD at Christmas/Easter.

	Notice period
	Six months either way after completion of the probationary period. 

	Pensions
	There is an optional contributory pension scheme (10% employer and 5% employee contribution). Alternatively, AFOD will make a similar contribution to a Personal Pension Plan

	Other benefits
	Medical insurance will be provided for the staff member and spouse plus children

 100%.

	Disabilities
	We are committed to making every reasonable adjustment to the workplace or working arrangements so as to accommodate people with disabilities.

	Location
	The post will be based in CAFOD’s sub-office in Goma town / DRC


CAFOD is an equal opportunities employer. Recruitment and selection procedures reflect our commitment to child protection.

Additional information
CAFOD

CAFOD is the official Catholic aid agency for England and Wales. We work with partners in approximately 40 countries across the world to bring hope, compassion and solidarity to poor communities, standing side by side with them to end poverty and injustice. We work with people of all faiths and none. 

We work with more than 300 partners overseas, and with partners in the UK - all working to tackle the causes of injustice and poverty. Inspired by Catholic Social Teaching and the experiences and hopes of people living in poverty, CAFOD works for a safe, sustainable and peaceful world. 

International Programme 

The International Programme (International Development, Emergency Response and Advocacy & Education Groups) aims to have a lasting impact on poverty and injustice through development, humanitarian, advocacy and education programmes. The aim of the International Programme is to promote learning, empowering communities and people in need regardless of their race, gender, religion or politics, and building links between CAFOD supporters and partners overseas.

International Development Group

In close co-operation with partners,
 the International Development Group is responsible for developing and implementing effective programmes that bring about lasting positive impact on poverty and injustice, tackling the root causes that affect the poorest and most disadvantaged people. The Group does this by implementing Just One World (CAFOD’s organisational strategy) in our different country/sub-regional programmes, and particularly by putting CAFOD’s partnership principles in practice (partnership standards)
.
DRC 

The DRC team are part of the African teams in the International Development Group within the International Programme. 

Country Team

The post holder will work in Goma or Kinshasa, DRC. The DRC team has an office in Kinshasa and Goma with a total staff of 17 people. 

Click here for more info on �CAFOD’s Competency framework





Levels required for this post


Being effective 


Excelling 


Leading the way 








� See CAFOD’s partnership policy


� As referred to in CAFOD’s partnership policy
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