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Job Description

	Job title
	Monitoring Coordinator
	Department/office
	Malawi

	Current Job holder
	Andrew Stevenson
	Job code
	TFAC/MC/002

	Job type
	Full time
	Pay band
	G

	Line manager
	TfaC Country Representative (CR)
	Post-related allowances
	None

	Job aim
	To provide thorough, objective monitoring and evaluation of all TfaC programmes, managing staff and resources as appropriate

	Number of staff managed
	3-6
	As line manager
	3-6
	As countersignatory
	0

	Finances managed
	Aproximately £40,000 per year, jointly managed with the TfaC Country Representative and programme staff


1. Monitoring

· Design and continuously review monitoring structures in Teacher Training College (TTC) programme with relevant programme staff.  Revise Monitoring Procedures document as appropriate.
· Design and continuously review monitoring structures in Community programme with relevant programme staff.  Revise Monitoring Procedures document as appropriate.
· Implement Logical Framework (logframe) structures (using standard DFID guidelines) for each programme.  Phase out existing Monitoring Framework tools.
· Line manage 3-6 national Monitoring Officer staff, working across all TTCs and in the Mchesi district of Lilongwe.  Management duties will include: performance, assignments, contracts and HR, recruitment, time management and projects.
· Facilitate regular monitoring meetings, feeding in monitoring findings to relevant programme staff.
· Ensure poor performance, areas of weakness or areas requiring improvement are escalated to appropriate programme staff.
· Through monitoring visits, ensure logframe outcomes and indicators remain the focus of all programme activity.  Where necessary revise outcomes and indicators in conjunction with programme staff.
· Produce regular organisational monitoring reports for both internal and external audiences, summarising overall performance and necessary focus areas.
· Conduct regular field visits ensuring monitoring processes remain objective and effective, and continue to improve.
· Work with stakeholders to ensure external participation in monitoring processes, particilarly around the setting of indicators and targets.
· Work with programme staff to ensure monitoring processes meet organisational needs, and are not redundant or intrusive.
· Coordinate monitoring data collection, ensuring monitoring forms and data tool are carried out in compliance with Monitoring Procedures document.
2. Evaluation

· In conjunction with external consultants, design and continuously review evaluation structures in TTC programme with relevant programme staff.
· In conjunction with external consultants, design and continuously review evaluation structures in Community programme with relevant programme staff.
· Coordinate all external evaluation activity (e.g. donor baselines/endlines), inculding appointment of consultants, sdcheduling, sampling, finance and reporting.
· Coordinate all internal evaluation activity (e.g. internal baselines/endlines) including design, scheduling, finance, sampling, finance and reporting.
· Produce one baseline report, one endline report and one organisational performance report each academic year.
· With Marketing and Operations Officer, ensure TfaC performance successes are covered in appropriate media.
· Ensure TfaC evaluation and research findings are fed into appropriate policy forums, working towards institutional development and reform.
· Continue to develop TfaC evaluation tools, ensuring all research is adequately triangulated between questionnaire, interview and observation.
· Coordinate collation, analysis and reporting of data collected through all internal and external surveys.
3. Finance and Logistics

· In conjunction with relevent programme staff, design and manage all organisational monitoring budgets, ensuring compliance with Finance Policy.
· Coordinate all monitoring and evaluation based procurement e.g. software, equipment.
· Directly design and manage all evaluation budgets, including consultant activities, ensuring compliance with Finance Policy.
· Coordinate all monitoring and evaluation based logistics, including transport, venues, resources and accommodation.
List here any special requirements of the job, e.g. occasional unsocial hours, flexible working.  It is assumed that all jobs can be job-shared unless valid reasons are given below.  Disability is not normally a disqualifying factor for a job.

	Occasional unsocial hours.  Some domestic or international travel may be required.


Authorisation

	Line manager’s name
	Patrick Young 

	Post title
	Country Representative, TfAC 
	Department/country
	Malawi 
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