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Job Description 
Rohiynga Emergency Response Project, Bangladesh 
Job Title: 


Project Assistant – Monitoring, Evaluation and Learning 

                                     (MEL)
Type of Contract:
Fixed Term for 6 months with possibility for extension 

Salary:
Consolidated Salary BDT 25,000 
Grade
3
Vacancy
2
Location:


Cox Bazaar, Bangladesh
Report to:


Project Office (MEL)




Background:
HelpAge International (HelpAge) is an international NGO with a vision of a world where older people fulfil their potential to lead active, dignified, healthy and secure lives. It is also a global network with over 100 affiliates working to support older people and promote their rights. HelpAge’s programmes are managed by a secretariat in London and Regional Offices in East Africa, Southern Africa, South Asia, East Asia, Middle East and Eurasia, and Latin America and the Caribbean. 
HelpAge’s goal is global change. The world we want is one where everyone, whatever their age, can say:
•
I have the income I need
•
I enjoy the best possible health and quality of life
•
I am safe and secure, free from discrimination and abuse
•
My voice is heard.
We want older people enduring conflict and disasters to be able to say this too. We are working to achieve this by providing humanitarian assistance and protection in situations of conflict and disaster; by building technical expertise and evidence in key areas for older people in humanitarian crises; and by using our expertise and experience to inform and influence global and local humanitarian response.
Humanitarian Context
Approx 620,000 people have crossed from Myanmar since 10 November. Official estimates put the number of Older People at 4% of the total population but this is likely a vast underestimation that does not account for the fact that older people and people with disability who struggle to reach the registration points. Indications from our own field visits, partners and other humanitarian agencies indicate that the older people population could be as high as between 10% and 20% of the camps population. 
Our project is being implemented through two national partners. The project will establish 3 Age Friendly Spaces (AFS) with in-ASF and outreach services of inclusion/access to services, health (screening, referral at AFS and HBC-home based care) as well as some limited WASH (age friendly latrines and hand-washing stations at AFS).
Job Purpose
To manage project of effective humanitarian assistance for older people in the initial phase of our emergency response in Bangladesh.
Job Content/Key Tasks:

Monitoring and evaluation

· In collaboration with the Emergency Programme Manager (EPM) and M&E Officer design a M&E system for the project in line with log frame, and clearly identify data collection systems and approaches

· Train partners on the M&E framework and what information and data is to be collected by whom, when and in what format

· Ensure regular data collection, analysis and report to EPM and M&E Officer highlighting potential issues 

· Assist EPM and M&E Officer in preparation monthly reports, donor reports, situation report and other sector specific report

· Develop necessary tools, data collection quality control, data analysis and report for Rapid Response Evaluation, Needs Assessment

· Provide facilitation support to external evaluations

· Implement the MEL framework for monitoring of emergency response activities
· Monitor all project activities, inputs and progress towards achieving the project outputs/outcomes
· Prepare and maintain database regarding project activities

· Monitor the delivery of a secure and accountable Age Friendly Spaces (AFS) reaches the most vulnerable older people and their families in the camp
· Organize and conduct training on M&E activities for project staffs along with M&E Officer
· Maintain proper project documentation processes along with preparation of case studies and learning documentation

· Represent HelpAge International with government authorities, donors, different Humanitarian organizations etc. with regard to the emergency project information sharing
Operations

· Working closely with the Finance and Administration officer, provide training to partners on contractual management procedures (procurement, stock inventory, financial authorisations)

· Conduct monthly review submission of supporting documents

· Prepare and maintain project planning charts

· Maintain record of staff schedules

· Lead on any HelpAge procurement of supplies

Project support

· Facilitate accommodation and transport for HelpAge project staff, including appropriate permissions for international visitors
Person Specification:
Essential
· Masters in Social Science/Development Studies/Statistics or other relevant subject 
· Experience of M&E framework and tools development
· Experience of project documentation, learning documentation and knowledge management
· Experience in community mobilization including management of field support staffs

· Strong understanding of the international humanitarian system, humanitarian principles, the Sphere Standards and humanitarian accountability frameworks
· Experience of collaborating with and supporting local partner organisations
· Strong interpersonal, representational and networking skills
· Technical competence in programme management, 
· Experience of managing multicultural teams including different functions and international and national staff in different sites
· Able to prioritize work and meet tight deadlines
· Tenacity, tact, diplomacy and negotiation skills
· Ability and willingness to work in difficult conditions
· Fluent spoken local language 
· Fluent written and spoken English
Desirable
· Experience of working of working in Cox Bazar would be beneficial.
· Experience or working knowledge of ageing and the issues facing older people in humanitarian crises.
Employee Name: 



       
     Supervisor Name:         
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