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JOB DESCRIPTION: 

Quality Assurance Specialist
Introduction

CARE is a leading humanitarian organization fighting global poverty. We seek a world of hope, inclusion and social justice, where poverty has been overcome and people live in dignity and security. CARE International aims to be a global force and a partner of choice within a worldwide movement dedicated to ending poverty. 

Overview of the Role

Job Purpose Statement

The Quality Assurance Specialist is responsible for supporting the design and overseeing implementation of effective systems for impact measurement, knowledge management and internal accountability for a water, sanitation and hygiene (WASH) project. The position is also responsible for implementing project research and contributing to program development through the effective utilization of research results and learning. The position has a critical role in supporting Project Implementation Coordinators to review M&E findings and take any necessary action to ensure that desired results are achieved; including compliance with Standard Operating Procedures (SOPs), CARE & Donor policies, and the results that have been articulated in the project’s log frame.  The position will as well have responsibilities to build capacity of implementing partner organizations M&E staff. Additionally, the position holder will liaise with the ICT Specialist and the Impact Management Team Leader to support the development of effective, efficient, user-friendly management data collection tools.
	Reports To:  
	Impact Measurement Team Leader
	Location:  
	Kigali

	Supervises:  
	
	Grade:
	C6


Key Responsibilities
	1. Project Design
	Level of Effort:   20%


	Support the development, measurement, and results-management of CARE Rwanda's project; aiming to optimise our beneficial impact on vulnerable women & girls
	Works with the Project team (Project Implementation Coordinators, project advisors including Social behaviour Change and Communication/SBCC, Gender Equality and Social Inclusion/GESI, Financial Inclusion...) , partners, government and CARE International to understand their requirements for impact measurement, knowledge management and accountability

	· 
	Participate in project design workshops and contribute to the log frame development in alignment with CI Global Strategy

	· 
	Support the implementation of the project M&E Plan and the streamlining of M&E activities within relevant project plans (impact measurement, compliance with SOPs, risk mitigation, knowledge management, accountability, value for money)

	· 
	Carry out appropriate pre-project assessments according to CARE's standard operating procedures and in alignment with the project M&E Plan


	2. System Development & Implementation
	Level of Effort:   10%


	Support the project team in the development of results measurement and data collection tools that support achievement of CARE Rwanda’s strategic objectives and project goals
	Liaise with implementing partners to develop efficient and user-friendly data collection and management tools; liaising with the ICT specialist and project M&E lead for technical support as required

	
	Ensure effective utilisation of the project’s Management Information System by project stakeholders; and provide system administration and user support as required

	
	Liaise with the impact measurement team leader and other program team members to effectively implement the beneficiary feedback and complaint mechanism


	3. Capacity Building
	Level of Effort:   10%


	Support the Project Management Team to assess and then bridge capacity gaps of Staff and Partners for effective implementation of MRM strategies and achievement of desired results
	Assess both CARE staff and partner capacity for effective M&E and Knowledge management; contribute findings for partners into the capacity building plan and inform the Impact Management Team Leader and project M&E lead concerning staff needs

	· 
	Support staff and partners to fully understand and utilise tools that have been developed; providing training and coaching to ensure they are equipped to meet all requirements

	
	Train community volunteers on data collection tools including electronic data collection; ensuring that their capacity to collect high quality data is enhanced 

	
	Build the capacity of partners to effectively implement the M&E system, and submit quality and timely reports


	4. Monitoring & Evaluation
	Level of Effort:   20%



	
	Conduct visits for the purpose of data collection and verification according to the schedule in the project plan

	
	Ensure that beneficiary feedback is collected, analysed and acted upon; including taking assertive corrective action in case of non-compliance

	
	Oversee quarterly data collection by partners and community volunteers; assuring accuracy, integrity and alignment with project and donor requirements

	
	Develop assessment and evaluation tools and Conduct partner field visits; and works with Project Implementation Teams to ensure that partners have the necessary capacity to conduct quality research & analysis.

	
	Review and clean the data that has been submitted; liaising with project stakeholders to clarify, correct or complete their submissions as required

	
	Ensure implementation of risk mitigation strategies as articulated in each project plan


	5. Learning & Knowledge Management
	Level of Effort:   20%


	Review and analyse the learnings from Project M&E activities and support in implementing innovative research in order to drive continuous improvement of strategies, disseminate knowledge, and thereby maximise our impact
	Facilitate blame free learning reviews in coordination with project leadership with both staff and partners in order to manage the achievement of results and the effective continuous improvement of strategies and approaches

	
	Undertake project research activities as directed (operations research, outcome harvesting, rolling profiles etc.); produce learning products

	
	Supervise research field activities of consultants and partner organisations

	
	In collaboration with the Impact Management Team Leader analyze the lessons learned from the learning review, MIS data and research; encouraging each project team to continuously challenge and innovate their approaches

	
	Conduct secondary data analysis (national and international) to inform and guide CO program cycle / program quality

	
	Be an active member of relevant community of practices both in country and within the CARE confederation

	
	


	6. Communication & Reporting
	Level of Effort:   20%


	Contribute to the development of CARE Rwanda’s Communication Plan and project reporting requirements
	Ensure that Advocacy & Communications activities that are allocated to the CARE project team are carried out on time and to standard; including playing a personal role in:

· Presenting work at local, regional & national conferences

· Developing & disseminating publications

· Representing CARE at relevant forums

· Participating in learning networks

	
	Take responsibility for the development and submission of all required reports:

· Query the MIS system as requested by program lead and in order to produce a monthly report on project progress

· Initiate quarterly narrative donor reports

· Collect and compile reports from Partners

· Contribute to the production of PIIRS reports

· Develop reports as required for Government accountability (RGB Reports)

· Produce qualitative reports as per donor's agreed schedule


Additional General Responsibilities

· Keep up-to-date with CARE’s emerging strategies and approaches and contribute proactively towards implementation

· Take responsibility for ensuring personal safety and security; giving due care and consideration to the impact of personal decisions on the safety and security of others

· Be proactive in ensuring that CARE’s core values, code of conduct, and principles of gender equity and diversity (GED) are upheld throughout area of responsibility and provide leadership to others 

· Take responsibility for personal performance, be accountable for own actions and decisions and be answerable for resulting consequences 

· Carry out other duties as requested by the Impact Management Team Leader
Important Relationships

Internal: 
Program Implementation & Management Team; Impact Measurement Team; CARE headquarters, CARE International members, other CARE Country offices  

External:
Key partners, Government Institutions, Coalitions, other INGOs and LNGOs

Requirements for the Role
Educational Qualifications:

· Bachelor’s Degree in a relevant subject (e.g. Statistics, Rural Development)

Experience:

· At least 5 years quality experience in design and execution of project M&E, including baseline studies and project/program evaluations

· Some exposure to working in an international organization preferred
· Prior experience in WASH programming preferred

· Familiarity with EU and USAID MEL systems is an added advantage
· Experience of working with management information systems and the design of data collection tools

· Experience of building capacity of non-experts to implement effective M&E and Learning

Technical skills:

· Strong technical knowledge and understanding of program design, monitoring, evaluation and reflective learning

· Skills in qualitative and quantitative data collection, data management and analysis, including knowledge of computer software; MS Office applications and other information systems (e.g., MS Word, Excel, Power Point, statistical packages, etc.)

· Ability to design both electronic and manual data collection tools and systems that are user friendly and effective

· Good skills in relationship building; including the ability to coach and support non-experts

· Good writing and communication skills in English; fluency in spoken Kinyarwanda and French 
· Good facilitation skills
· Basic understanding of the main conceptual frameworks underpinning gender analysis, women’s empowerment, rights-based programming and the underlying causes of poverty

Competencies:

	Competency
	Level 1

Individual contributor
	Level 2

People & Process Manager
	Level 3

Organizational Leader

	Inspire & Develop Others
	
	
	

	Impact Focus
	
	
	

	Facilitate Change 
	
	
	

	Cross Cultural Adaptation
	
	
	

	Business Knowledge
	
	
	


Signatures:
	I have read, fully understood, and accept the requirements and responsibilities of this Job Description

	Name of Job Holder:


	Signature(s):


	Date:



	Name of Supervisor:


	Signature(s):


	Date:



