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TERMS OF REFERENCE: Humanitarian Surge Roster
	Job Title:
	Division:

	Monitoring & Evaluation Coordinator
	IPPF Humanitarian Surge Roster

	Location:
	Responsible to:
	Date:
	Rank:

	Home-based, deployable worldwide
	Response Team Leader / Head of Programme Planning
MA Executive Director (or equivalent)
	October 2018
	


BACKGROUND

To enhance the organisation’s capacity to rapidly respond and scale its humanitarian response programmes, IPPF is establishing a humanitarian surge roster of qualified and deployable employees.  

The purpose of this Terms of Reference is to set out the responsibilities and person specification for the different roles within the Humanitarian Surge Roster. Successful applicants for each role can be deployable within 72 hours upon request and for approximately two to four weeks. A deployment is temporary and the TOR is not a vacancy announcement for a full-time position.     

1. JOB PURPOSE

Describe why the job exists.
The M&E Coordinator leads on designing, implementing and evaluating the M&E mechanisms for a humanitarian response. The post holder will ensure that the M&E mechanisms enable the humanitarian programmes to have an overview of the status and quality of the programme’s delivery; and to make informed strategic and operational decisions about the programme. The mechanisms may include, but are not limited to, needs assessments, baseline surveys, log frames, output trackers, data analysis reports and complaints / accountability databases.       

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.

1. Coordinates needs assessments within the response and with other external agencies where applicable. 
2. Working closely with the Programme Planning team, supports the Head of Programme Planning and Technical Advisors in developing log frames, M&E frameworks and plans. 

3. Sets up simple systems to manage information generated by M&E activities. Conducts simple data analysis and presents and disseminates information to inform programme management. 
4. Ensures programmes/projects are carried out with participation from all disaster- affected communities (including children and women), information is shared with affected communities, and the programmes/projects seek and respond to community feedback.

5. Ensures that the minimum standards of humanitarian relief are maintained in accordance with relevant humanitarian norms and standards, including but not limited to the MISP, Sphere Standards, Core Humanitarian Standards, and Red Cross Code of Conduct.

6. Takes a lead on the response learning activities such as lessons learnt workshops.
General
1. Remains ready to be deployed within 72 hours of a response by following guidance in the Pre-Deployment Guide and ensuring backfill arrangements are in place.

2. Ensures gender is effectively mainstreamed within the remit of the post and in line with IPPF’s Gender Equality Policy.

3. Builds and maintains positive relationships with all members of staff, and contacts within and outside the Federation. In particular, relationships with the Treasurer, Audit Committee, representatives of donor organisations, and MA staff.
4. Is familiar with the Safety and Security Risk Management policy and manual. Does everything possible to ensure a healthy and safe working environment, including following instructions and guidance. 
5. Takes individual responsibility for safeguarding
6. Undertakes any other reasonable duties as may be requested from time to time.
3. RESPONSIBILITIES

Describe:

a)
staff responsibilities carried out by the job holder.
It is not expected that the post holder will oversee any staff.

b)
financial responsibilities carried out by the job holder.

It is not expected that the post holder will have direct responsibility for budgets but it is likely the will support senior Member Association (MA) staff to design and manage response budgets effectively.

c)
advisory responsibilities carried out by the job holder.

The post holder will advise surge staff and local MA staff on M&E mechanisms design and delivery.  

PERSON SPECIFICATION
4. EDUCATION & QUALIFICATIONS

Describe the likely educational/training background of the job holder.
· Minimum 2 years experience working in humanitarian contexts in a relevant/similar role.
· University degree in a relevant subject (social science, statistics, public health, etc), or 2 years additional work experience. 

· Minimum 6 months of service with IPPF with consistently satisfactory performance. 

· Knowledge of international humanitarian principles and the MISP package for SRH in crisis.
· Knowledge of up-to-date standards/tools/best practices in M&E and experiencing in applying it to different contexts.
· Understanding of humanitarian coordination mechanisms.
· Knowledge of IPPF’s policies and tools for monitoring and evaluation.
· Knowledge of humanitarian accountability principles and their translation into practice.
5. PROVEN ABILITY

Describe the minimum level of professional experience required to do the job.
· Ability to set clear goals and deliverables for team/self. 
· Ability to filter through conflicting information and take calculated risks/take timely action.

· Ability to prioritise and stay focused in demanding and rapidly changing environments.

· Ability to find positive, innovative, collaborative solutions to problems.

· Ability to become a part of/to lead a new team to high performance over a limited period of time.

· Ability to apply knowledge and understanding of gender dynamics, cultural diversity, and political sensitivity to deliver results.

· Ability to quickly assess own/team situation and take timely action to ensure safety & security according to agreed protocols.

· Demonstrable experience in M&E, including qualitative and quantitative data collection and analysis.
· Proven abilities in developing and implementing monitoring plans, data collection, information management, databases.
6. SKILLS
Detail the skills needed to do the job, including languages.
· Communicates clearly and regularly, using appropriate channels/mechanisms, to ensure shared understanding among stakeholders.

· Actively listens and seeks opinions from a diverse range of stakeholders as needed.

· Creates buy-in from stakeholders to collaborate for greater results.
· Adapts own working approach to suit different contexts and groups of people to deliver quality work.

· Fluency in English. Fluency in French/Spanish/Arabic, or another major international language is an asset.
· Excellent analytical, presentation, and reporting skills.
· Excellent data management and data analysis skills, with solid skills in Microsoft Excel.
7. PERSONAL COMPETENCE

Describe the characteristics of effective job performance, eg. sound judgement, ability to maintain confidentiality.
· Politically and culturally sensitive with qualities of patience, tact and diplomacy.

· Willingness and readiness to deploy within 72 hours of confirmation, for approximately two to four weeks at a time, including to high-risk locations.
· Maintains professionalism in rapidly changing and stressful situations.
· Has awareness of own strengths and limitations and their impact on others. 
· Courage to ask for others’ support when needed.
· Guided at all times by the best interests of the people with whom IPPF works.
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