
MANUSHER JONNO FOUNDATION

JOB DESCRIPTION

Job Title: Manager- MEAL and Knowledge Management (Manager-MEAL & KM)
Project: Renewed Women’s Voice and Leadership (RWVL) Bangladesh

Job Location: Dhaka

Job Type: Contractual

Position Level: Mid

Report To: Lead, Gender and Diversity

Grade: 8 (Eight), Step 1
Gross Salary: BDT 128,719 plus other admissible benefits as per the organization's policy
Funded By: Global Affairs Canada (GAC)

Project Brief

The Renewed Women’s Voice and Leadership (RWVL) program is a global initiative of Global Affairs Canada. It continues to address the global funding gap for women’s organizations, acknowledging that those groups working at the intersection of multiple forms of discrimination and in conflict—and crisis-affected countries receive even less funding. 
In Bangladesh, MJF will implement this project to support local Women’s Rights Organizations (WROs), women human rights defenders (WHRDs), and gender-diverse groups alongside feminist networks that advance gender equality and the rights of women and girls in all their diversity. The project will maintain its overarching framework while expanding support to Women's Rights Organizations (WROs) and Women Human Rights Defenders (WHRDs), including trans and Non-binary human rights defenders, to be more intentional in reaching structurally excluded groups, such as gender-diverse communities and women and girls with disabilities. Finally, the Renewed WVL Program aims to integrate collective care and well-being to counter the stress, trauma, and burnout experienced by the targeted groups on the front lines of these crises. This project will be implemented through four components: 

· Multi-year core funding, including support for core administrative functions, to sustain and resource the ongoing and new programs of WROs, encompassing service provision, awareness raising, advocacy, feminist research, policy dialogue, and consultation.

· Fast, responsive funding for discrete activities and short projects in response to unforeseen challenges, opportunities, or urgent events.

· Strengthening organizational capacity in areas prioritized by WROs/organizations led by gender-diverse groups of community-led women’s groups.

· Movement strengthening to foster the collective voice and power of WROs/organizations led by gender-diverse groups of community-led women’s groups and WHRDs at sub-national, national, and regional levels. It supports networks, alliances, platforms, and convening events to strategize collectively, share learning, and mobilize for social, political, and legal change.  

Job Purpose

The purpose of the job is to produce and guide the team and MJF partners in designing feminist

frameworks, tools, and methodologies for monitoring and evaluation, aiming to achieve project
outcomes and deliverables. According to the project performance measurement framework, annual
work plan, and government and donor requirements. Manager-MEAL and Knowledge Management is a
key technical position that supports the project in achieving its results and assists the partner
organizations. 

Job Summary

Manager-MEAL & KM (mid-level position) of MJF requires several tasks that work very closely with the Project Lead of the RWVL Bangladesh project. Significant duties are: i) designing and developing results-based feminist M&E framework, system, and reporting formats for MJF and partner WROs; ii) providing overall technical supports in developing a monitoring system/plan of partners’ WROs that will ensure efficacious collection and processing of data relevant to the project’s Performance Monitoring Framework; iii) providing support, analyze and advise M&E related issues of MJF and partners; iv) facilitating capacity building initiatives for partner WROs in building their capacity (facilitate M&E training and workshop, annual reflection, and learning workshops for partners) as required by the RWVL project; v) planning, organizing, and facilitating the baseline, mid-term, and final evaluation; vi) assist the RWVL Bangladesh project team leader to set appropriate M&E indicators for the thematic area. vii) assist partner WROs in terms of effective project design by identifying the causes of project stress factors so that, ultimately, it will not turn into a risk level; viii) ensure the high quality of documentation and dissemination of the projects' progress and achievements; ix) assists in organizing project events, coordinating meetings, and
keeping adequate records of it. 

Key Responsibilities and Tasks

	Responsibilities


	Tasks

	1. Design and develop a result-based monitoring system, including a Feminist Framework
	· Development of the project's Logical Framework assists the RWVL Bangladesh team lead in developing the project’s Performance Measurement Framework (PMF) and associated feminist indicators of gender equality at the level of the goals, outcomes, and outputs.
· Ensure proper RBA and feminist MEAL tools and framework for the RWVL Bangladesh project.

· Design and develop a results-based and feminist monitoring and evaluation plan, schedule, and tools/checklist that align with PMF indicators for MJF and partner organizations that are gender-responsive and inclusive.
· Use feminist principles to guide MEAL practices, such as addressing power imbalances and promoting collective learning.

· Ensure MEAL processes are co-designed and participatory, involving relevant stakeholders, including women, girls, and gender-diverse populations.

· Make a comprehensive and in-depth assessment of partner organizations’ monitoring plan and system in finding out strengths and constraints; 

· Check monitoring formats to see whether that assessment could measure the progress of the project goal, outcomes, and outputs, as well as measure project achievements and present situation.
· Organize a series of meetings with the project team and partner organizations to specify the targets and milestones against monitoring and evaluation performance indicators; 
· Review the log frames of partner organizations' proposed projects and assist in establishing standard indicators suitable for measuring gender equality.

· Carry out the Annual Performance Review (APR) process for multi-year fund recipients.   

· Organize necessary consultation meetings for APR with different stakeholders.

	2. Ensure Documentation of Project Evidence and Report Writing 
	· Collect the case stories and best practices of the feminist approach, integrating them into the RWVL Bangladesh project. Collect them from the field for documenting, sharing, and preserving them manually and digitally. 

· Design, develop, and fine-tune project-specific results-based reporting formats to capture project achievements, best practices, and learning, including the reporting templates of partner organizations; 
· Draft and incorporate the project lead's feedback for a semi-annual report on progress on the standard output indicators, including the donor’s (GAC) Standard Indicators Report. 

· Drafting and incorporating feedback from the project lead in preparing the annual result report, including the Final Results and Operations reports.

	3. Facilitate results-based project improvement process and data validation
	· Visit the multi-year fund recipient’s project regularly and make recommendations for improvement based on the logic model.

· Visit the stressed schemes of partner organizations and provide feedback on them for improvement.

· Provide technical and hands-on support to the partner organizations identified as poor in the category M&E system through intensive field visits and assessment.    

	4. Data analysis, data management, and data validation
	· Conduct regular visits to partner organizations for data validation, give feedback to them, and offer strategic guidance to the partners’ M&E staff.

· Ensure accuracy and availability of data for all regular reporting requirements, including donor and internal reports. 

· Input monitoring and survey data into the statistical software.
· Develop a data table.
· Data consistency check. 

· Analyze monitoring and survey data.
· Data preservation and backup. 

	5. Capacity Building support to fund recipients

	· Organize and facilitate M&E training/workshop for the staff and partner organizations.

· Make sure of all necessary preparations and ensure all logistics support to organize training, workshops, partners’ coordination, meetings, and annual learning workshops.

· Provide direct supervision over the Monitoring Officers of partner organizations and ensure that coaching and performance plans are completed on time and meet quality standards.

· On-job support, including hand-holding services, is offered to partner organizations for developing an M&E plan, setting indicators, and implementing necessary tools for progress monitoring.

· Ensure all preparatory works (e.g., preparing an invitation letter for circulation, venue booking, purchase request, drafting the work contract, organizing the schedule, selecting speakers, preparing handouts, etc.), logistical support for event arrangement, and writing an event-based report are completed.

· Provide technical and knowledge support to partner organizations in developing project log frames.   

	6. Ensure the project baseline, mid-term, and final evaluation process of the project 

	· Facilitate the process of conducting and/or commissioning the project’s baseline survey, midterm evaluation, and final evaluation as per Global Affairs Canada's requirements. The tasks involve developing Terms of Reference (ToR) and a purchase requisition to initiate the procurement process, supporting the project lead in hiring suitable consultants, and reviewing and providing feedback on study designs, tools, and inception reports.   
· Ensure the evaluations are participatory and inclusive, prioritizing gender equality.

· Provide technical and methodological support for conducting baseline survey, mid-term, and final evaluation of the RWVL Bangladesh project;

· Communicate with external consultants and ensure the timeliness of all sub-contacts' deliverables.

· Provide feedback on the baseline, mid-term, and final evaluation draft reports and return them to the consultants. 

· Monitor the Baseline survey, Midterm, and Final Evaluation to ensure alignment with the results chain.
· Coordinate with external consultants and partner organizations to ensure they receive timely information. 
· Formulation of operational details of data collection, data analysis, and reporting of any action research to be initiated by the RWVL Bangladesh project.



	7. Knowledge management, research, and outcome assessment 
	·  Ensure that the action research process is commissioned by the requirements of the RWVL Bangladesh project and Global Affairs Canada's priorities.
·  Ensure that the outcome assessment process is commissioned following the requirements of the RWVL Bangladesh project.
· Communicate with external consultants and ensure the timeliness of all sub-contacts' deliverables.

· Design feminist research tools and methodologies for action research and outcome assessment. 

· Assist with data collection and analysis. 

· Outline the report and/or assist in report writing. 
· Provide strategic suggestions to the supervisor and project team, coordinating with the relevant department, to develop an effective Knowledge Management (KM) process.

	8. Identifying and managing project stress, including risk management.
	· Contact with the Manager or Deputy Manager- Program and Partners’ Capacity to identify the stress project and its nature based on the given criterion; 

· Prepare monthly and bi-monthly field plan based on discussion with the contact person; 

· Communicate with contact person[s], get precise field visit report and project proposal from them, and note down their concern about the project; 

· Review all project documents;    

· Conduct discussion with WRO management and staff;

· Field visit and provide all kinds of support to reduce risk factors;  

· Prepare a comprehensive report accompanying risk and mitigation strategies, including the project implementation. 

· Send the report to the Manager or Deputy Manager- Program and Partners’ Capacity for further direction. 


Reporting Authority

Project Lead- RWVL Bangladesh Project
Key Contacts and Relationships

Executive Director, Directors, Organization’s MEAL Team, RWVL project team, all RWVL project partners, and different project leads of MJF, as appropriate. 
Working Conditions

The position is based in Dhaka, but frequent field travel is required to the working areas, with at least 40% of the time spent traveling outside Dhaka to remote locations in Bangladesh. This contractual position will last for the duration of the project.

Essential Qualifications and Experience

·  Master's degree, preferably in statistics, social sciences, development studies, or gender studies.
· Proven experience of at least 12 years in program development and quality, monitoring, evaluation, assessments, and action research.
· Demonstrated experience in donor reporting, preferably with knowledge and practical understanding of Global Affairs Canada’s reporting framework.

· Understanding and practical experience developing feminist Monitoring, Evaluation, and Learning (MEAL) frameworks, including feminist monitoring and evaluation tools, and action research on how social, political, and cultural structures shape women's lives and experiences.
·  Understanding and applying feminist principles, approaches, and strategies in the Monitoring and Evaluation process and the capability to address intersectional issues, recognizing how different identities and power relations intersect to shape experiences, contributing to the pursuit of social justice and equality.

· Proven experience working in a partnership approach with WROs and Community-led Organizations.

· Ability and experience in leadership, planning, organizing, and implementing development projects in national or international NGOs.

· Proven experience in strong interpersonal and communication skills, with the ability to work independently and collaboratively within a team.

· Proven experience in knowledge management and communication with government, NGOs, and donors. 

Essential Skills and Capabilities
· Well-suited understanding and ability for donor report preparation, especially using GAC reporting templates.

· Strong written and verbal communication skills in English.
· Use MS Word, Excel, PowerPoint, and other database software packages for reporting and analysis (e.g., preferably Kobo Toolbox, SPSS, and Stata).
· Strong expertise in digital data management and statistical analysis.

· Solid expertise in facilitating training or workshops focused on monitoring, learning documentation, feminist evaluation methodologies, gender equality, and women's rights.  

· Good understanding of cloud-based platforms and tools control.

· Ability to work collaboratively within the MIS and M&E teams to meet project deliverables.

· Graphic design skills using Canva, Photoshop, and Illustrator.

· Experience in video editing for documentation and communication purposes.

· Ability to effectively manage processes, work under pressure, and meet deadlines.

Preferred Attributes

· Resilience: Advocacy can be a long-term, challenging process that requires persistence and the ability to handle setbacks.

· Adaptability: Ability to respond quickly to changing policy landscapes or public attitudes.

· Collaborative Mindset: Ability to work well with a wide range of partners and internal teams.

· Sensitivity and commitment: A commitment to work with all-inclusive populations that uphold inclusive values, respecting human rights, dignity, and social harmony. 

· Time management: Ability to effectively manage processes, work under pressure, and meet deadlines. 

MJF’s commitment to safeguarding

Manusher Jonno Foundation is committed to preventing any unwanted behaviour at work, including sexual harassment, exploitation and abuse, lack of integrity, and financial misconduct. It is committed to protecting children and vulnerable adults following its policy. The Manusher Jonno Foundation expects all MJF and project staff, vendors, and consultants to adhere to this commitment through MJF’s code of conduct. MJF places a high priority on ensuring rights and upholding the respect and dignity of all people, regardless of their class, caste, ethnicity, religion, physical condition, or gender.

Note 

1. All offers of employment will be subject to satisfactory references and screening checks, including criminal records and fraud/corruption/ terrorism. Please note that Disclosure of Safeguarding-related Misconduct in Recruitment Processes is mandatory.

Manusher Jonno Foundation (MJF) is an equal opportunity employer committed to diversity in the workplace. It upholds human dignity and inclusion for all, regardless of age, race, religion, gender, disability, ethnic origin, or socio-economic condition. As such, we highly encourage applications from women, gender-diverse individuals, and people with disabilities. 
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