Manusher Jonno Foundation

JOB DESCRIPTION – Programme Manager-MEAL
	Employee Name
	

	Job Title 
	Programme Manager-MEAL 

	Date Employed
	

	Grade
	8

	Supervisor/Title
	Director- Rights & Governance

	Context 
	Manusher Jonno Foundation (MJF) works to enhance the capacity and opportunities of marginalized women, men, and children to demand improved governance and the recognition of their rights. MJF’s goal is to enable these groups to achieve their civil, political, economic, and social rights while improving their security and well-being.

	Job Summary 
	· Design and develop an effective M&E framework and system for MJF and PNGOs.

· Provide technical support in developing Projects’ and PNGOs’ monitoring systems/plans, ensuring accurate and meaningful data collection aligned with the project's Performance Monitoring Framework.

· Analyze and provide strategic insights on M&E-related issues for MJF and its partners.

· Strengthen PNGOs’ capacity in MEAL through training, workshops, and direct support.

· Lead and facilitate baseline, mid-term, final evaluations and Coordinate donor review of the projects.

· Assist in developing appropriate M&E indicators for different project and thematic areas.

· Support partners in project design by identifying potential risks and stress factors.

· Ensure high-quality documentation and dissemination of project progress, achievements, and lessons learned.

· Develop high-quality MEAL reports, analyze data, document lessons learned, and support donor reporting.

· Support knowledge sharing and adaptive management by organizing reflection and learning sessions.

This position works under the direct supervision of Director -Rights & Governance



Job Description: 

	Responsibility
	Tasks / Duties

	Develop M&E System
	- Conceptualize a monitoring system aligned with MJF’s vision and mission. 
- Develop M&E system and plan at the objective, activity, and output levels. 
- Organize and conduct training for PNGOs on M&E systems. 
- Provide technical guidance on developing PNGOs’ M&E plans. 
- Assess the strengths and constraints of PNGO monitoring systems. 
- Categorize PNGOs’ M&E systems into strong and weak performers and provide tailored support. 
- Conduct field visits and discussions to strengthen PNGOs' M&E capacity.

	Contribute to Program and Project Design
	- Support program teams and partners in designing logical and evidence-based programs. 
- Assist in revising MJF programs based on evaluation findings. 
- Conduct field visits to refine project strategies, goals, and activities.

	Develop Logical Frameworks (Logframes) 
	- Assist in designing logical frameworks (logframes) for MJF programs and projects. 
- Organize workshops to define targets, milestones, and indicators. 
- Support PNGOs in developing robust logframes for their projects.

	Conduct Baseline, Mid-Term, and Final Evaluations
	- Provide technical and methodological guidance for the studies. 
- Prepare Terms of Reference (TOR).

- Identify projects for evaluation. 
- Develop evaluation schedules and select evaluators. 
- Manage consultant selection and agreements. 
- Review and provide feedback on baseline/evaluation reports.

	Data validation 
	- Ensure accuracy, consistency, and reliability of data through rigorous validation checks. 
- Verify data sources and ensure alignment with project indicators and reporting requirements. 
- Identify and address discrepancies or inconsistencies in MEAL reports. 
- Train PNGOs and program staff on data validation techniques and best practices. 
- Develop and implement data quality assurance mechanisms. 
- Conduct periodic data audits and provide feedback for continuous improvement.

	Facilitate M&E Training and Workshops
	- Identify key training needs for PNGOs and program teams. 
- Organize and facilitate training sessions on MEAL systems. 
- Develop training materials, presentations, and handouts. 
- Coordinate logistics, including venue booking and resource persons.

	Identify and Manage at-Risk (Stress) Projects
	- Identify projects experiencing implementation challenges. 
- Develop field visit plans to assess risk factors. 
- Conduct discussions with project teams and stakeholders to resolve issues. 
- Provide technical support to mitigate risks and enhance project outcomes. 
- Prepare and submit reports on stress projects for decision-making.

	Conduct Impact Assessments for Programs
	- Assist in organizing and implementing impact assessments. 
- Compile and analyze program performance data. 
- Conduct Rapid Impact Assessments using participatory methods. 
- Support the dissemination of impact assessment findings. 
- Facilitate program learning and adaptation based on impact findings.

	Provide Technical Assistance to PNGOs
	- Conduct needs assessments to identify PNGOs’ capacity gaps in MEAL. 
- Provide ongoing technical support to improve PNGOs' monitoring systems. 
- Guide PNGOs in aligning their M&E frameworks with MJF’s standards.

	Strengthen Accountability and Learning
	- Promote accountability mechanisms, such as community feedback and grievance mechanisms. 
- Facilitate learning and reflection sessions for adaptive management. 
- Document and disseminate best practices and lessons learned. 
- Support integration of learning into project design and strategy.

	Report Writing and Documentation
	- Develop high-quality MEAL reports, including monthly, quarterly, and annual reports. 
- Synthesize evaluation findings, impact assessments, and learning insights into clear and actionable reports. 
- Provide technical inputs to donor reports, ensuring alignment with donor requirements and expectations. 
- Develop case studies, success stories, and lessons learned for knowledge sharing. 
- Coordinate with program teams and PNGOs to compile and analyze field data for reporting. 
- Support in the development of policy briefs, presentations, and advocacy materials based on MEAL findings.

	Support MIS Team for Strengthening Real-Time Monitoring
	- Assist the MIS team in enhancing real-time data collection and monitoring processes. 
- Provide technical inputs to improve data management, visualization, and reporting systems. 
- Ensure integration of MEAL frameworks with digital monitoring tools for better tracking of project progress. 
- Support capacity building of staff and PNGOs on the use of real-time monitoring systems. 
- Identify gaps in data flow and recommend solutions for timely decision-making. 
- Facilitate coordination between the MIS and MEAL teams to ensure seamless data utilization.


· Authority: Director Rights & Governance
· Key Contracts and Relationship: Executive Director, Directors, Coordinators, Program Managers, all MJF partners
· Working Conditions: Based in Dhaka, 40-50% Travel outside in Dhaka
Qualifications & Skills: 

	Criteria
	Details

	Education
	Master’s degree in Statistics, Social Science, Development Studies, Gender Studies, Agricultural Science, or Environmental Science.

	Experience
	At least 10 years in project planning, monitoring, and evaluation.

	Technical Skills
	- Strong written and verbal communication skills. 
- Excellent interpersonal and leadership abilities. 
- Analytical and problem-solving capabilities. 
- Proficiency in data management and visualization tools.

	Software Proficiency
	- MS Office Suite (Excel, Word, PowerPoint) 
- KoBo Toolbox, SPSS, STATA, or other M&E software


Incumbent’s Signature:--------------------




Supervisors Signature:--------------------- 




