

JOB DESCRIPTION
	Program
	Child Health Program, Central Region, Malawi

	Job Title
	Monitoring & Evaluation Assistant

	Reports To
	Health Coordinator

	Location
	Office

	Subordinates
	N/A

	Responsibilities
	· Ensure that forms required for reporting and surveys are always available and have been distributed to the field staff.
· Collect and review all reports and surveys submitted by the field staff.
· Enter report and survey data into the computer and file the hard copies at the office.
· [bookmark: _GoBack]Audit reports and surveys by conducting random checks using house-by-house follow up visits to make sure the data is accurate.
· Calculate and prepare monthly summary reports and reports for other stakeholders when necessary.
· Assist with planning and coordination for the annual baseline and endline survey, including supervision of enumerators.
· Assist the Health Coordinator and Facilitator Supervisor with other administrative tasks required for the technical team.
· Follow all procedures in the Procedure Manual.
· Any other tasks requested by the line manager.
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