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JOB DESCRIPTION
JOB TITLE:		Monitoring, Evaluation, Accountability and learning (MEAL) Manager
SUPERVISOR:		Country Director
WORK LOCATION:	Port-au-Prince, with frequent field travel (40%)

POSITION SUMMARY: 
The MEAL Manager is responsible for the implementation of in country monitoring and evaluation activities. She/he utilizes the Collaboration, Learning and Adaptation Approach to continually assess projects progress and facilitate adaptive learning and data-driven decision-making, participates in the development and implementation of M&E strategy and tools. She/he ensures quality and timeliness of monitoring and evaluation data in alignment with MEAL plan, and liaises with external stakeholders to ensure effective engagement around MEAL. Trains and supports staff in the M&E function.

ESSENTIAL FUNCTIONS:

1. To ensure the development and use of comprehensive MEAL plan for each program which captures all projects’ impact. Including, but not limited to:
· Oversees all aspects of in country MEAL function with input from Technical Advisor.
· Facilitates ongoing reflection meetings to promote “Pause & Reflect” and learn from monitoring and evaluation data,
· Presents data to internal and external stakeholders to share lessons learned.
· Develop a format for collecting comprehensive information on World Relief’s impact through its projects and/or program.
· Ensure that project participants are not barred to get access to their entitlement due to our process or intervention (downward accountability).
· Prepare quarterly reports that meet donor requirements.
· Prepare and present findings at learning summits and conferences.
2. To ensure that support is given to all programs and projects on MEAL best practices, tools and process to ensure M&E activities capture process of implementation and project impacts. Including, but not limited to:
· Ensure that effective M&E frameworks are developed for all projects and program.
· Providing feedback based on the M&E reports to the individual projects.
· Provide support, guidance and technical training to M&E staff in the program and other staff as required.
· Follow-up on M & E plan and support, if necessary, to revise the plan.
· Participate in quarterly meetings with global projects team to assess and learn from global trends, M&E strategy and tools design and implementation.
· Participate in MEAL planning and design process.
· Contribute to Community of Practice with global projects team.,
3. To ensure high quality data, information and knowledge generated from our work is captured and analyzed effectively. Including, but not limited to:
· Develop and test Open Data Kit tools.
· Securely manage project database and records.
· Oversight of quality and timeliness of data collection and analysis.
· Perform regular data quality assessments.
· Submit accurate data in organizational metrics portal.
· Disaggregate data by age, sex and disability.
· Support the M&E Officers with training and supervision of enumerators and staff in data collection, as needed.
· Train key staff in M&E plan, system, and data collection methodology.
· Work with project staff to promote data visualization and data-driven decisions at the community level.
· Extract lessons learnt on M&E system, share knowledge and disseminate good practices and formulate recommendations to improve M&E in projects, programs and the organization as a whole.
· Collect, consolidate and prepare reports on the M&E processes as required by World Relief and donors.
· Undertake research and data collection on relevant tools to harmonize best practices in M&E.
· Support development of appropriate tools related to project and/or program implementation.
· Support the Project Managers in contributing project to World Relief’s Newsletters and social media posts.
4. To ensure the development and use of a comprehensive M&E framework this captures all projects’ impact. Including, but not limited to:
· Support capacity building for project staff.
· Collaborate with project manager and staff to ensure data informs project management and decision-making.
· Develop a format for collecting comprehensive information on World Relief’s impact of its program.
· Identify and share the areas where further monitoring or research is needed

5. Feedback and Complaints Response Mechanism
· Manage and roll out a robust Feedback and Complaints Response Mechanism for World Relief’s country program (including external hotlines i.e. WFP), included documented consultation and participation of communities, documented information to communities on appropriate behaviour and how to report, appropriate mechanisms to report, and active monitoring and response to complaints.

6. To lead the MEAL team, in a manner that empowers them to deliver high quality support and ensure effective learning in the areas of organizational development and partnership. Including, but not limited to:
· Communicating to the team a clear vision and mission for the work of World Relief and for the role of the monitoring and evaluation team in contributing towards achieving that vision for the benefit of the people and communities served.
· Ensuring that each member of the team fully understands the outcomes that are expected of them and that they are aware of the success criteria which pertain to their work.
· Ensuring that work is planned and organized in a way which will meet the needs of colleagues within the organization in the most cost effective manner possible; ensuring that team members are given appropriate workloads and are working efficiently.
· Supporting team members to enable them to give of their best e.g. by encouraging and praising good performance, coaching, assisting staff to prevent or resolve problems, providing resources, tools and equipment.
· Monitoring and reviewing performance and, in particular, holding staff accountable for meeting the success criteria and delivering any improvement goals which have been identified; giving corrective feedback where required and taking decisive action in the case of poor performance.
· Ensuring that staff are adequately trained and developed for their roles e.g. by analyzing staff training needs, organizing the delivery of training or coaching, coordinating the sharing of experience.


7. As a member of the program and country team, to work collaboratively with colleagues to ensure excellence within World Relief’s work is captured, promoted and disseminated. Including, but not limited to:
· Participating actively in team planning and other meetings, working to set common objectives and goals and striving to ensure these are successfully achieved.
· Supporting colleagues to ensure all outstanding aspects of World Relief’s work are identified, promoted and shared both inside and outside Haiti.
· Enabling a friendly collaborative working culture within the team, actively sharing information and knowledge to enable the team to ensure effective learning and sharing across the organization.
· Maintain relationships with local stakeholders. 
· Provide support to performance evaluation process in collaboration with Department of State (DoS), global leadership team, and the external evaluation team,
· Work with global leadership team and external consultant to ensure effective evaluation,
· Facilitate joint monitoring with local government and/or DoS,
· Solicit and incorporate feedback from stakeholders on project progress according to monitoring and evaluation data.
· Prepare and present findings at learning summits and conferences.
· Any other ad hoc duties as may reasonably be assigned by the line manager and consistent with the nature of World Relief operations.
· Understanding that the duties and priorities listed above may change at any time given the context and a willingness to take on any new duties and tasks as assigned by the line manager. 

Qualifications Required - Education and Experience:
· Bachelors or Master’s (preferred) degree in statistics, demographics, public policy, international development, public health, or a related field. Master’s degree or Bachelor plus an advanced certificate in M&E or statistics preferred.
· Excellent written and oral English skills required.
· Proven success in designing, implementing, and operating project MEAL systems from project initiation to closeout stages.
· Five years of professional experience in a MEAL Manager position responsible for implementing MEAL activities of an international development project. Experience with USAID, in an international organization at senior level or another publicly funded project would be an advantage.
· Experience in strategic planning and performance measurement, including indicator selection, target setting, reporting, database management, and developing M&E and/performance monitoring plans and tools.
· Knowledge and experience with qualitative and quantitative data collection and analysis,
· Experience in planning and managing surveys.
· Experience developing and refining data collection tools, including using Open Data Kit for mobile data collection.
· Experience and knowledge of managing a Feedback and Complaint Response Mechanism (FCRM). 
· Experience with data quality assessments and oversight.
· Experience managing and providing ongoing training to field staff on MEAL.
· Experience liaising with multiple external stakeholders
· Oral and written skills in French and Creole language.
· Commitment to World Relief’s values.




Competencies
	Essential Character:
Integrity
Respecting deadlines (timely submission of documents/feedback)
Endurance
Analytical thinking
Effective communication 
Thoroughness 
Development oriented
Coaching
	Essential Skills:
Information handling (spreadsheet and database use)
Relationship building
Research
Monitoring and Evaluation
Planning and organising
Reviewing and meeting tight deadlines
	Preferred competencies:
Flexibility
Problem solving and decision making
Report writing skills in English
Ability to meet short deadlines




Confidentiality 
· Ensure the non-disclosure of any information whatsoever acquired in the course of duty, relating to the practices and business of World Relief, to any other person or Organization without authority, except in normal execution of the above duties
· Ensure strict guardianship and security of financial data and documents at all times, including secure storage, accurate & complete filing and limiting access to the finance office to authorised personnel only
· Ensure strict adherence to World Relief Haiti Financial Procedures and Fraud Policy and remaining within the boundaries of these policies at all times

Accountability 
· Holds self-accountable for making decisions, managing resources efficiently, achieving and role modelling World Relief’s values.
· Divulge any Conflict of Interest to line manager and/or HR. 
· Holds the team and partners accountable to deliver on their responsibilities - giving them the freedom to deliver in the best way they see fit, providing the necessary development to improve performance and applying appropriate consequences when results are not achieved.




Please send your applications to the following email address: wrhadmin@wr.org with “MEAL Manager”- in the subject line. Attach the following documents: Cover letter, Curriculum Vitae, Degree & Certificates obtained
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