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 JOB DESCRIPTION

	Job Title:
	Division:

	Advisor, Institutional Data and Analytics
	Performance

	Location:
	Responsible to:
	Date:

	London or Nairobi
	Senior Advisor, Institutional Data and Analytics 


	December 2017


1.
JOB PURPOSE

Describe why the job exists.
To strengthen IPPF’s data collection, reporting and analysis mechanisms to increase IPPF’s organizational effectiveness and performance.

2.
KEY TASKS
Describe the main activities undertaken by the job holder.  The list need not be exhaustive, but should reflect the most important features of the job.

Data management and quality assurance
1. Lead the annual global data review process to ensure accuracy of IPPF’s performance data

2. Lead the expansion of DHIS2 as IPPF’s data warehouse for all performance-related datasets, including performance data related to restricted projects

3. Develop dashboards, indicators and analytical frameworks on the DHIS2 platform to improve data quality and promote data utilization at all levels of the Federation
4. Provide support to the Organisational Learning and Evaluation (OLE) unit in the collection, analysis, reporting and monitoring of IPPF’s performance results
5. Lead the development and use of GIS/mapping data and analytics for decision making

6. Provide training workshops and technical assistance to Regional Offices and Member Associations on institutional data (including Routine Data Quality Assessments (RDQA), services statistics and Vulnerability Assessment methodology).

7. To assist in the production of IPPF’s Annual Performance Report, including the analysis and proofreading of IPPF’s performance results.
8. Produce IPPF’s Global and Regional Annual Performance Index reports (including research, data analysis, presenting of results, editing, hard and soft copy production).

9. Conduct data analyses and provide explanations in response to specific requests from IPPF Secretariat, including CO directors and Senior Advisers on data variation and changes over the years, projection for future years. 
10. Conduct data analyses to be included in global proposals (data analyses and presentation, projections and log frames). Support Evaluation Officer, Donor Accountability on all donor-related data analyses. 
11. Support production of manuals and FAQs for data entry and analyses for the end users.

12. Liaise with Knowledge Information Systems and Technology (KIST) Unit; make development recommendations and support implementation of systems related to data management
13. Provide administrative assistance to OLE in annual planning, budgeting and reporting. 
14. Build and maintain positive relationships with all members of staff, and contacts within and outside the Federation.

15. Become familiar with the Federation’s Health and Safety Programme and Guidelines for using Visual Display Units. To do everything possible to ensure a healthy and safe working environment, including following instructions and guidance.

16. Undertake any other reasonable duties as may be requested from time to time.

3.
RESPONSIBILITIES

Describe:
a)
staff responsibilities carried out by the job holder.
No direct staff responsibilities but need to influence and work effectively with multiple stakeholders across IPPF, and with external consultants and organizations. 

b)
financial responsibilities carried out by the job holder.

NONE

c)
advisory responsibilities carried out by the job holder.

Advises IPPF Secretariat data users at all levels, including CO Executive Directors, Directors, and colleagues from Member Associations and Regional Offices on IPPF’s performance data analysis, visualization and use.
4.
EDUCATION & QUALIFICATIONS

Describe the likely educational/training background of the job holder.
Degree in social sciences, economics, statistics or demography with strong experience of data analysis.
5.
PROVEN ABILITY

Describe the minimum level of professional experience required to do the job.
· Consistent application in data analysis.
· Ability to interpret, analyse and present quantitative results.

· Knowledge of sexual and reproductive health issues desirable.

6. 
SKILLS
Detail the skills needed to do the job, including languages.

· Excellent and proven analytical skills of quantitative data; highly numerate

· Strong verbal communication

· Excellent IT skills, with advanced level Microsoft Excel; other statistical and online survey packages desirable (DHIS2, SPSS, FluidSurveys, Tableau)

· Fluent English essential; knowledge of French desirable

· Strong organizational and time management skills required to multitask and meet tight deadlines.

7.
PERSONAL COMPETENCE

Describe the characteristics of effective job performance, eg. sound judgement, ability to maintain confidentiality.

· Ability to work independently and as part of a team.
· A strong commitment to social justice and the mission of IPPF.

· Willingness to travel internationally – approximately 20 days per year.
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