Habitat

for Humanity®

Kenya
JOB DESCRIPTION - MEAL OFFICER
POSITION MEAL OFFICER
REPORTS TO Senior Program Manager
LOCATION Nairobi
DIRECT SUPERVISEES None
RELATIONSHIPS All departments to ensure seamless flow of HFH programme and
operations processes

Job Purpose:

Reporting to the Senior Program Manager, MEAL Officer will adapt and implement MEAL guidelines and
tools in HFHK and provides support with organizational MEAL and related standards. The purpose of the
position is to support the improvement of program and project efficiency and effectiveness, decision
making and learning during the project life cycle through Monitoring, Evaluation, Accountability and
Learning. In carrying out his/her work, the MEAL Officer interacts with other technical Officers in HFHK,
Africa Hub, HFHI global, partner organizations and communities across Kenya that HFHK serves.

Roles and responsibilities:

Planning and coordination

e Adapt and continue to develop MEAL methodology, approaches and tools, and provide support
guidance and ensure their proper use.

e In collaboration with program/project teams supports the development HFHK MEAL
infrastructure and project capacity to ensure that MEAL standards and good practices are
properly integrated in all phases of the project life cycle.

e Provides support to HFHK and projects to ensure that they meet the MEAL standards and good
MEAL practices.

Technical support for MEAL policy, standards, procedures and tools implementation

e Participate in program/project design and proposal writing in the areas of theory of change,
logframe design, MEAL plan and budget development.

e Advise and support program/project teams on quality data gathering and analysis to facilitate
informed program and project design.

e Provide research, planning and evaluation guidance and tools for the implementation of new /
pilot housing programs and assist in research and analysis for the development of new programs
as requested.

e Support program/project teams to set up accountability mechanisms to beneficiaries and
community members. Review the responsive use of accountability mechanisms, data, and
responses.

e Support and follow up on research, evaluations and learning events to document lessons learned
and best practices from interventions. Prepare or review terms of reference for external
evaluators and coordinate collaboration with them.
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Knowledge management, reporting and learning

e Support HFHK in developing metrics and data reporting tools, review project data collection and
reporting (Global Metrics Tool and related) for data quality and make recommendations for
improvement.

e Oversee the implementation of data management tools for process and quality improvement.

e Conduct analysis of project and program results to support evidence-based program decision
making and program quality improvement, using appropriate software as necessary.

e Ensure that analysis of evaluation findings and recommendations feedback into improved
program quality, evidenced in subsequent program designs.

Capacity development

e Coordinate HFHK capacity assessments and review of MEAL systems to identify process, systems
and capacity gaps

e Support HFHK in the development of MEAL process, system and capacity building plan.

e In coordination with the Snr Program manager, support capacity development of HFHK staff in
the area of MEAL.

e Develop materials and facilitate learning events that build capacity through MEAL and project
management.

Collaboration
e Participate in HFHK relevant communities of practice and collaborate with counterparts within
HFHK network as required.
e Establish an external network of organizations and individual experts for joint projects and
contractual work.
Perform other duties as required by the supervisor for achieving program effectiveness.

KEY PERFORMANCE MEASURES / INDICATORS
e Quality MEAL systems in HFHK

Qualifications
e Bachelor’s degree in a related field, especially in the social sciences, development studies social
work, or any other relevant discipline.
e Specialization and/or professional certification in monitoring and evaluation.

KNOWLEDGE, SKILLS & ABILITIES REQUIRED
e Negotiation and influence skills.
e Strong analytical, critical thinking, research and report writing skills as well as excellent
presentation and facilitation skills.
e Independent, self-starter and creative
e Ability to work under minimum or no supervision
e Must be a team player and ready to work in and contribute to team building environment
e Team builder, appreciates cultural diversity and inclusion, safeguarding/ protection issues etc
e Computer literate with good presentation skills
e Excellent written and verbal communication skills

EXPERIENCE
e Knowledge and experience in monitoring and evaluation, accountability, learning, research and
evaluation methodologies, standards, and practices (preferably in relation to human / social
development or housing and human settlement).
e Understanding of contemporary trends and innovations in MEAL.
e Demonstrated experience with qualitative and quantitative data analysis and statistics.
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e Familiarity with statistical packages, qualitative data analysis software and IT applications to
support MEAL and knowledge management

e Project management experience required

OTHER INFORMATION
e Ability to work long and odd hours, including weekends
e Confidentiality
e Honesty
e High levels of integrity
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