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Position:			Monitoring and Evaluation (M&E) Assistant
[bookmark: _GoBack]
Location: 	Yazd, Iran (with travel to areas within Iran where RI operates when requested by supervisor)

Duration: 	3 months’ probation (with possible extension)

Reports to:		M&E Coordinator/ Head of Office

About RI:	Relief International is a leading nonprofit organization working in 16 countries to relieve poverty, ensure well-being and advance dignity. We specialize in fragile settings, responding to natural disasters, humanitarian crises and chronic poverty.
Relief International combines humanitarian and development approaches to provide immediate services while laying the groundwork for long-term impact. Our signature approach — which we call the RI Way—emphasizes local participation, an integration of services, strategic partnerships and a focus on civic skills. In this way, we empower communities to find, design and implement the solutions that work best for them.

Position Summary:	The Monitoring and Evaluation (M&E) Assistant will be supervised by and will directly report to the M&E Coordinator. She/he is responsible for monitoring, evaluating, and documenting progress of program implementation against indicators and ensures high quality progress of RI’s programs towards programs’ goals and objectives in Yazd overlooking all simultaneous projects.

Position Responsibilities and Duties:
Working closely with the country level M&E Coordinator, the M&E Assistant will:

1. Assist to establish M&E Framework and coordinate an efficient M&E process:
· Assist developing of indicators across sectors and projects
· Assist developing an indicator tracking table and share monthly updates with M&E Coordinator and/or Head of office
· Ensure quality process is in place for collecting and entering data into the data base system in Yazd field office
· Assist Defining data collection methods and integration into the M&E data base
· Assist to prepare monitoring and evaluation plan in consistent with M&E Framework
2. Support the preparation of project/activity reports
· Provide updated data and /or generate charts whenever needed
· Assist in preparing data for Government, donors, other stakeholders and external communications in Yazd field office



3. Ensuring data quality and accountability
· ensure all tools (Identification forms, survey questioners, PDM forms are appropriate to project needs) and utilized by project teams to protect beneficiary data in Yazd
· ensure all project M&E processes are in placed in Yazd
· ensure feedback mechanism is functional and informing monitoring reports in Yazd
· ensure documentation of the 
· Support project teams on conducting surveys (baseline, pre-post KAP, PDM…)
· Monitoring the quality of data entry and data flow in Yazd
· Develop Cash Card tracker and monitor cash cards in Yazd
· Travel and be present in project locations to ensure and support successful project performance and implementation;
· Participate in needs assessments as and when directed by Head of Office and/or M&E Coordinator;
· Be directly involved in needs assessment processes taking place in the province
· Work closely with the Sector leads /Project Officers to monitor, track and record the progress of project activities, their outcomes and impact
· Attend Project mobilization and management meetings in Yazd
· Conduct house to house monitoring visits as directed by the M&E Coordinator or Head of Office;
· Have a solid understanding of the M&E role in emergency response; 

4. Evaluation and learning
· Conduct Lessons learned and/or attend lessons learned meetings with relevant project staff
· Supporting project level assessments, providing tools, supporting analysis and reports
· Assist conducting Capacity Building M&E workshops and trainings for Partners
· Assist organize capacity building trainings to minimize M&E capacity gaps among RI and partner staff
· Assist Conducting independent project evaluation

Deliverables: 

i. Yazd M&E Plan
ii. Field monitoring reports 
iii. Yazd Cash card tracker
iv. Yazd indicator tracker 
v. Monthly report of works performed

Perform other duties as required;

Qualifications & requirements:  
· Bachelor’s degree in science or engineering from an accredited university;
· Excellent verbal and written skills for communication and reporting in both Farsi and English;
· Excellent working knowledge of Microsoft office and data management; 
· Excellent working Knowledge of SQL is a plus
· Ability to work long and flexible hours;
· Ability to travel as needed within country 5% of the time;
· Ability to plan and organize work and establish priorities;
· Ability to work under pressure with the program team to meet deadlines;
· Supports and encourages open communication in the team and facilitates team work
· Background in humanitarian work is a plus;


RI Values:
We uphold the Humanitarian Principles: humanity, neutrality, impartiality and operational independence. We affirmatively engage the most vulnerable communities.

We value:
· Inclusiveness
· Transparency and accountability
· Agility and innovation
· Collaboration
· Sustainability


If you are interested in this job, please email your cover letter and CV in English to tehran@ri.org and mention the Job Title in the subject line.
Applications close on 16 May 2019.
Only short-listed candidates will be contacted for interview.
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