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RECRUITMENT NOTICE

CONTRACT AGENT
[bookmark: _Hlk172796906]MONITORING EVALUATION & LEARNING (MEL) DATA OFFICER

ANNEX 1
TERMS OF REFERENCE FOR THE RECRUITMENT OF A
CONTRACT AGENT
MONITORING EVALUATION & LEARNING (MEL) DATA OFFICER – OFFICE OF THE DIRECTOR  AFRICAN LEGAL SUPPORT FACILITY

THE ALSF

The African Legal Support Facility (ALSF) was established by the African Development
Bank (AfDB) in 2008 to provide technical legal assistance to African governments to deal
with issues and challenges related to vulture funds and negotiation of complex
commercial transactions. Since commencing operations in 2010, the ALSF has supported
more than 45 African countries through the provision of advisory services, development of
knowledge resources, and capacity building in the major economic sectors, i.e., – natural
resources and extractives, energy, infrastructure and PPPs, and sovereign debt
management. Among others, the ALSF’s interventions have resulted in – training of more
than 12,500 lawyers and public officials; facilitation of more than USD 20 billion total
investments in African countries; and savings of more than USD 15 billion to African
governments from enhanced or avoided contracts, risks management, etc. The ALSF’s
current Medium-Term Strategy (2023-2027) (MTS) aims to consolidate and build on these
gains to ensure greater and sustainable impacts for African countries.

THE OFFICE OF THE DIRECTOR

The Office of the Director (OTD) comprises the Director’s front office and key functions
that require direct oversight of the Director to ensure effective operations and delivery of results. The OTD functions support the Director in setting strategic goals and
managing the ALSF operations (day-to-day activities) to achieve the MTS goals and
objectives. The functions of the OTD include Strategic Planning and Delivery, Resource
Mobilisation, Finance, Monitoring, Evaluation and Learning, Risk Management,
Partnerships, Communication, and IT & Management Information Systems (MIS).

THE HIRING UNIT

The Monitoring , Evaluation and Learning department falls under the Office of The Director with the key objective of providing the institution with Programmatic data and information for informed decision making at the strategic level. The key activities undertaken by the department include Project/ Program Monitoring and Evaluation, Reporting of Results and Knowledge Management and Learning for continuous improvement of the ALSF’s services for sustainable impacts for beneficiaries. The department is headed by the Monitoring, Evaluation and Learning officer reporting to the Advisor to the Director. The MEL data officer will be a key team member reporting to the MEL Officer.

THE POSITION

THE MEL Data Officer will play a critical role in ensuring that the ALSF projects are effectively monitored and evaluated, and that learning is integrated into ongoing and future operations. The MEL Data Officer will support data-driven decision-making for effective management and managing for results in accordance with the ALSF strategies. The Monitoring Evaluation & Learning (MEL) Data Officer will directly support the activities of the MEL unit and the OTD generally, especially the Senior MEL Officer, the IT officer, the Communication Officer, Advisor to the Director, and the Director. The MEL Data Officer will also provide technical assistance to the Head of Operations and Task Managers on request. 

The MEL Data Officer will report to the Senior MEL Officer, and will be responsible for Data Collection and Management, Monitoring, Evaluation, Analyses, Reporting, Learning, Training, Documentation and other duties required of the Unit. The specific duties and responsibilities of the MEL Data Officer will include:

Data Collection and Management

i. Develop and implement data collection systems and strategies.
ii. Ensure data is collected accurately, consistently, and in a timely manner.
iii. Maintain and manage databases, including ensuring data integrity and security.
iv. Update and manage the project portfolio dashboard.
v. Extract, process, load data from various project documents to the central MIS database and update the database regularly with new project data.
vi. Ensure proper management of documents in the ALSF databases (Basecamp, Box, etc.) and follow up with task managers to ensure timely uploading of status reports.

1. Monitoring, Evaluation and Reporting

i. Track progress of projects and activities against established indicators and targets.
ii. Prepare regular monitoring reports, summarise findings, and provide insights on performance.
iii. Employ qualitative and quantitative methods to gather evaluation data.
iv. Provide quarterly updated on the status of workplan activities to identify deviations and propose corrective actions.
v. Contribute to the preparation of annual reports, impact assessments, Board reports, donor reports, and other reports.




2. M&E Information System Management and Administration

i. Conduct daily data management and update in the Management Information System (MIS) in collaboration with the IT officer.
ii. Monitor and optimize M&E database performance and efficiency; Extract, clean and load inputs data required for the proper functioning of the MIS system.
iii. Produce quarterly dashboard analysis reports highlighting the status of project implementation and disbursement to aid management and operations in decision making as well as biannual reporting.
iv. Perform regular quality assurance of the M&E data, to ensure quality at entry, propose corrective actions and follow up on their implementation.
v. Support design and preparation of M&E reports by querying the database as per need.

3. Field Survey Data Collection

i. Design and develop data collection tools following the format required, using mobile or online software solutions such as survey monkey and administer Annual Outcome Survey to beneficiaries or stakeholders.
ii. Perform data entry and coding based on interview notes and questionnaires.
iii. Process and store interview notes and questionnaires (evaluation forms); and support the performance of data quality assurance.
iv. Aggregate data from project management frameworks (PMFs) on annual basis for annual reporting.

4. 	Data Analysis and Visualisation

i. Analyse data to identify trends, patterns, and insights.
ii. Use statistical tools and software to interpret data.
iii. Develop data visualization applications with interfaces that can be used to manage data directly from the target database to reduce flat file importing.
iv. Create data visualisations, dashboards, and presentations to communicate findings to stakeholders.
v. Ensure that relevant lenses such as gender, fragility, etc. are applied during data collecting, analyses and reporting.

5. Training and Support

i. Provide training and support to staff and partners on Data Management
ii. Support development of project proposals, including integration of the ALSF crosscutting issues (CCIs) – especially ESG, climate sustainability, and gender.
iii. Support risk management by integrating risk assessment and mitigation into MEL processes.
iv. Support communication of results including documentation of success stories and best practices. 

QUALIFICATION AND SKILLS

Essential

i. A minimum of a Master’s degree or equivalent in Statistics, Information Technology (IT), Mathematics, or Computer Science.
ii. A bachelor’s degree or equivalent in a relevant field such as statistics, economics, social sciences, international development, or related discipline.
iii. A minimum of  5 years’ experience in data management and analysis with at least 2 years in results-based monitoring and evaluation.
iv. Ability to design and implement queries, write reports and present findings with Structured Query Language (SQL/PSM, etc.) and programming (XML, Javascript, ETL frameworks, etc.).
v. Experience in Relational Database Management Systems (MariaDB, MySQL, Oracle, etc.).
vi. Knowledge and Skills in statistics and use of statistical software for quantitative and qualitative data analysis (MS Excel, Stata, R, Python, etc.).
vii. Knowledge and Skills in the use of data visualization tools (Power BI, Tableau, etc.).
Desirable
i. Basic understanding of Monitoring and Evaluation Concepts
ii. Understanding of data governance principles, data quality management, and data privacy regulations.
iii. High level of accuracy and attention to detail in data collection, analysis, and reporting.
iv. Ability to work effectively in a muti cultural environment both independently and as part of a team.
v. Ability to work under pressure and manage multiple tasks and projects and meet deadlines.
vi.  Familiarity with the thematic sectors in which the ALSF operates.
vii. Excellent written and verbal communication skills in English or French with a working knowledge of the other.

DURATION AND DUTY STATION 

The estimated duration of services is Twelve (12) Months, with the possibility of renewal or extensions based on performance. The Contract Agent will be based in Abidjan, Côte d'Ivoire.

THE ELIGIBILITY CRITERIA

The establishment of a short list and the selection procedure shall be in conformity with the ALSF’s Rules and Procedures for the Use of Contract Agents. Please note that applications or interest expressed by an individual do not imply any obligation on the part of the ALSF to include him/her in the shortlist.  

A shortlist of three (3) to six (6) individuals will be established at the end the period for submission of applications. The consultants on the shortlist will be evaluated on the following criteria on the basis of their updated resume.  
  
	                   Level of education in general   	  	  	  	  	  	20%  
	                   Educational level compared to the field of mission    	  	  	20%  
                   Years of experience in general   	  	  	  	  	  	20%  
	                   Number of years of experience relevant to the mission   	  	  	30% 
                   Specific skills required for the position				10%
                   TOTAL                                                                                                 100%
 
FURTHER INFORMATION

Interested individuals may obtain further information before the close of receipt of applications by contacting us on the email address alsf_recruitments@afdb.org with the subject MEL DATA OFFICER during the ALSF’s working hours: 08:00 to 17:00 hours.  

G. APPLICATIONS 

Applications for this position must be submitted by email to the address below no later than 12 September 2024 at 18h00 Abidjan Time/UTC/GMT and specifically mentioning MEL DATA OFFICER – Office of the Director
  
E-mail: alsf_recruitments@afdb.org   

Copied to: m.omiti@afdb.org 
  
  
  


MODEL CURRICULUM VITAE (CV)
Title of the Assignment: M&E Data Officer
Department: ALSF
Surname: 							First Name:
Birth Date: 							Nationality:
Address:							Country:
Telephone:							E-mail:

	Are any of your family members (spouse/partner, father/mother, Brother/sister, Son/daughter, etc. employed in the African Development Bank? 
	Yes |_| No |_| 
If « Yes », the following data must be provided

	Name
	Relationship
	Organization Unit
	Place of Assignment

	
	
	
	

	
	
	
	



	Language Level
	Read
	Written
	Spoken

	English
	|_| Fair
|_| Good
|_| Excellent
	|_| Fair
|_| Good
|_| Excellent
	|_| Fair
|_| Good
|_| Excellent

	French
	|_| Fair
|_| Good
|_| Excellent
	|_| Fair
|_| Good
|_| Excellent
	|_| Fair
|_| Good
|_| Excellent

	Other (specify) 
	|_| Fair
|_| Good
|_| Excellent
	|_| Fair
|_| Good
|_| Excellent
	|_| Fair
|_| Good
|_| Excellent



Key Qualifications:
Please provide (i) a summary of your experience and training highlighting the most relevant for the proposed assignment, and (ii) the responsibilities that you exercised. Utilize one half-page maximum.
Education (University Level and above only):
	Name of University - City - Country 
	Period 
	 Diploma Obtained
	Main Topic / Major


	
	
	From
	To
	
	
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Professional Training:
	Name of Training Institution- City - Country 
	Type of Training

	Period 
	Certificates or Diploma Obtained

	
	
	From
	From
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Employment Record:
Begin with your most recent employment.  For each job since your Master Degree achievement, please indicate:
· Name of the Employer
· Type of Activity/Business of the Employer
· Title / Function
· Place of Employment
· Brief Description (three lines maximum) of main accomplishments and responsibilities 
	Name of Employer
	Type of Activity/Business of the Employer

	 Title/ Function

	Place of Employment
	Brief Description (three lines maximum) of main accomplishments and responsibilities 


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


 



Reference:
Please indicate the name and address of three persons with no family relationship with yourself, familiar with your character and titles.
I hereby certify that the responses that I provided above are all, to the best of my knowledge, true, complete and accurate. I acknowledge that an inaccurate statement or essential omission in a personal declaration or another document required by the African Legal Support Facility might result in the rejection of my application, termination of my Contract or any other administrative sanction by the Facility. The African Legal Support Facility may verify any statements, which I made in this application.
Date: ____________                                                             
Signature: ----------------		 
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