
9.  This is a complete and accurate description of the duties and
     responsibilities of my position.

Signature of Supervisor

11. This is a complete and accurate description of the duties and
      responsibilities of this position.  There is a valid management need
      for this position. 

10.  This is a complete and accurate description of the duties and
       responsibilities of this position.

(mm-dd-yyyy)
DateInitialsGrade

PEPFAR Monitoring and Reporting Coordinator

Public Health Administrative Specialist, FSN 540 10

Position Title and Series Code

Date (mm-dd-yyyy)

2.  Agency

State Department

6.  Post Title Position (If different from official title)

Prepare according to instructions given in Foreign Service National Handbook, Chapter 4 (3 FAH-2).

U. S. Department of State

INTERAGENCY POST EMPLOYEE POSITION DESCRIPTION

3a.  Position Number

4.  Reason For Submission

a.  Redescription of duties:  This position replaces

(Title) (Series) (Grade)

b.  New PositionX

5.  Classification Action

  a.  Post Classification Authority

  b.  Other

  c.  Proposed by Initiating Office

7.  Name of Employee

  a.  First Subdivision

Department of State

  c.  Third Subdivision

Signature of Employee Date (mm-dd-yyyy)

Signature of Section Chief or Agency Head

12.  I have satisfied myself that this is an accurate description of this
       position, and I certify that it has been classified in accordance
       with appropriate 3 FAH-2 standards.

Date (mm-dd-yyyy)          Signature of Admin or Human Resources Officer

Incumbent works as part of a multidisciplinary, interagency program coordination team. The incumbent will provide expert technical
assistance to the SI and management teams across PEPFAR's implementing agencies in Cote d'Ivoire, including: CDC, USAID, DoD
and DoS. Additionally s/he will provide assistance to national authorities and external partners to strengthen HIV/AIDS monitoring
and reporting system. S/he ensures that (i) PEPFAR implementing agency monitoring and evaluation processes are developed and
implemented; (ii) that implementing agency reports to the Office of the U.S. Global AIDS Coordinator (OGAC) are complete and
consistent with OGAC's guidelines and (iii) that implementing agency partner data are collected/reported within OGAC's deadlines. 

100

(Continue on blank sheet)

           PEPFAR Monitoring and Reporting Coordinator

           

,

13. Basic Function Of Position

% of Time14. Major Duties and Responsibilities

3b. Subject to Identical Positions?  Agencies may show the number of such positions authorized and/or established after the "Yes" block.

(Position Number)

 XYes No
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Date (mm-dd-yyyy)

c.  Other

8.  Office/Section

PEPFAR Coordination Office

  b.  Second Subdivision

(Formerly OF-298)

(explain)

1.  Post
ABIDJAN

         Printed Name of Admin or Human Resources Officer         Printed Name of Chief or Agency Head

Printed Name of Employee Printed Name of Supervisor

Under the direct supervision of the PEPFAR Country Coordinator (PCC) and with oversight from the PEPFAR Assistant Coordinator,
the PEPFAR Monitoring and Reporting Coordinator:

 1.Provides M&R support for the PEPFAR data analysis, reporting and evaluation (DARE) technical working group to ensure that
required strategic information/monitoring and evaluation (SI/M&E)-related data are coordinated, checked for quality, and reported in
a timely manner in conformance with PEPFAR required report schedules (quarterly, semi-annual, annual). S/he develops and/or
revises, coordinates tools/information used to develop the Country Operational Plan (COP). 

(See Addendum 1) 



15.  Qualifications Required For Effective Performance

a.  Education
This position requires a minimum of a Master's Degree (with specialization in Public Health, Epidemiology, Biostatistics,
Health Sciences.

b.  Prior Work Experience

c.  Post Entry Training
If not already familiar with PEPFAR-specific M&E requirements, incumbent must quickly learn these requirements through
on-the-job mentoring and/or attendance at formal training sessions (if available). Incumbent may benefit from periodic advanced
training in and is expected to remain abreast of: innovations in HIV/AIDS program monitoring and evaluation; data quality audit
and data analysis and strategic planning, program evaluation, impact evaluation quantitative and qualitative analysis

d.  Language Proficiency: List both English and host country language(s) proficiency requirements by level (II, III) and specialization (sp/read). 
Level IV in French (Fluency) Speaking/Writing/Reading is required.
Level III in English (Good working knowledge) Speaking/Writing/Reading is required

e.  Job Knowledge
The incumbent should be conversant with typical strategic information requirements for national and/or large donor-supported
programs (includes M&E, HMIS and surveillance policies and guidelines). Have a good knowledge of the country's HIV
epidemiology, demography, public health situation and priorities, national health system structure, political and cultural context
and norm. Be very familiar with critical barriers to programmatic success in a low resource setting

16.  Position Element

a.  Supervision Received 
Supervised by the PEPFAR Country Coordinator or his/her designee

b.  Supervision Exercised
No direct supervision, however incumbent will give assignments to and guide DARE TWG members

c.  Available Guidelines
PEPFAR strategic information (M&E, HMIS, Surveillance) policies and guidelines. Global Funds M&E assessment tools and
data quality audit guidelines. WHO/UNAIDS HIV/AIDS program M&E guidelines and policies

d.  Exercise of Judgment

Sound judgment is expected when:a)selecting, interpreting and adapting available guidelines and current procedures to PEPFAR
Cote d'Ivoire activities, b)developing new approaches when available guidelines are inadequate or non-existent, c)evaluating
PEPFAR-supported laboratory services and programs to develop appropriate recommendations, d)coordinate and supervise the
country surveillance activities in collaboration with multiple stakeholders includign MOH 

e.  Authority to Make Commitments
No direct authority, however incumbent will provide advice and make recommendations to the PEPFAR decision-makers
(Agency heads)

f.  Nature, Level, and Purpose of Contacts

S/he will advise the DARE TWG, the PEPFAR Coordination Office, Executive Team, and the Strategy and Policy Team on
M&E issues and findings. If applicable s/he will liase bilateral and implementing partners, other stakeholders and OGAC SI.

g. Time Expected to Reach Full Performance Level

3 months

f.  Skills and Abilities

Be skilled in the use of data analysis software and other PEPFAR reporting systems as well as Microsoft Office, demonstrated
ability to analyze and interpret data for program decision-making, to investigate and proven methods for improving data quality
in monitoring systems, to work collaboratively with technical and management staff (both internal and external) and write
conceptual and operational plans for M&E systems and activities. Be able to manage time well and meet tight deadlines
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- At least five (5) years of experience in HIV/AIDS program monitoring and evaluation including:field data collection, data
quality evaluation, reporting, program management, training, and production of M&E training materials, manuals,guidelines,
reports, and supervision. Experience working in Cote d'Ivoire or in another African country in a multicultural setting.



Addendum 1
Time: 30%

 2.Identifies and facilitates a response for the DARE TWG's technical assistance needs, either through direct support
or by facilitating support from OGAC. Serves as a liaison between the OGAC SI Advisor and the country team.
Conducts M&E training sessions for PEPFAR staff and PEPFAR implementing partners to ensure that PEPFAR M&E
HQ requirements are understood and followed. 

Time: 20%

 4.Facilitates coordination of USG M&R activities that typically include establishment of internal M&R systems.
Establishes a process for ensuring timely quality of M&R data. Produces reports on status of data collection and data
analysis. Explores innovative, efficient methods for collection, documentation and presentation of data, in accordance
with OGAC guidelines. Revises internal M&R procedures manuals as needed. 

Time: 20%

 5.Analyzes and interprets M&R data to facilitate program decision-making by the PEPFAR Executive Team and
Strategy and Policy Team. Facilitates utilization of data from multiple sources to meet PEPFAR accountability
requirements, promote informed program management and improvement, and sharing of data among stakeholders.

Time: 20%

 3.Works with members of the DARE TWG and external stakeholders in strategic planning for M&E systems and
activities. Works closely with in-country M&E partners for all PEPFAR implementing agencies as well as with other
donors, local non-governmental organizations [NGOs], civil society organizations [CSOs],  working in M&E to ensure
optimal SI and M&E coordination 
Time: 10%


