CARE INTERNATIONAL IN KENYA
JOB DESCRIPTION

EMPLOYEE NAME:

ISOC-08 OCCUPATIONAL CLASSIFICATION:
Group #:
Subgroup#:
Job group#:

JOB TITLE: Program Quality, Accountability & Learning Manager
DEPARTMENT/PROJECT: Program Quality, Accountability & Learning Department

SUPERVISOR: Programs Director (Direct reporting)
Country Director (Dotted Line)

LOCATION/DUTY STATION: Nairobi
DATE OF EMPLOYMENT:

GRADE: I

JOB SCORE:

JOB SUMMARY & PURPOSE:

The purpose of this position is to ensure the CO program is of high quality, mainstreams gender
transformational approaches, utilizes learning and knowledge within and outside of CARE Kenya to
develop/design and improve programs to achieve high impact. The position will have direct supervisory
role of some Program/Project Managers and Strong Dotted line of all Program / Project MEAL
Coordinators and Officers. In light of the CI Program Strategy and CO Long Range Strategic Plan and
the need to strengthen CO program strategies, the position with support of the Programs Director and
the Country Director, will support the development of coherent program strategy and sub strategies,
coordinating with the program team and in collaborative working with CO program and MEAL teams.
The holder of the position will provide technical support and guidance on gender transformative
approaches and ensure initiatives are informed by gender analysis and informed by desired changes that
seek to empower women and girls. The PQLA Manager will manage the CO knowledge management
and learning agenda ensuring that this supports the CO programs for improvements, learning and sharing
internally and externally and that system are in place to facilitate this. The PQLA Manager will provide
substantial support to strategic planning processes especially with regards to full transformation to
program approaches, supporting institutional transformation agenda in line with CI global program
strategy and CO program strategy. The PQLA Manager is expected to take a lead role in developing
and strengthening CO MEAL systems to track outputs, outcomes and contributions to impact, especially
for identified impact groups, ensuring data for key performance indicators is collected, verified and
reported on, timely - but also holistically for all initiatives under the CO. S/he should will ensure that all
programmes have systems to monitor adherence to CARE’s programming principles and approaches
(e.g. Cl programming principles, programme approaches and programme characteristics, CARE’s
unifying framework, Rights Based Approaches, etc) and abide by agreed CARE standards; s/he will also
be responsible for supporting the Programs Director and the Country Director in facilitating updating
and reviewing of CO LRSP and guiding the CO towards implementation of the long range strategic plan.
Evidence of success for this position includes; the availability of CO program standards, their use and
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evidence of improved performance; functional coherence MEAL and quality measurement standards for
the CO Theory of Change and initiatives that avails valid information of program results periodically as
needed; program strategy and sub strategies guiding program initiatives; Evidence of use and outcomes
that are gender transformative and that engage men and boys and empower women and girls as agents
of change and active participants and influencers in development. Up to date knowledge management
strategy, action plan and evidence of use internally and generating information shared externally and
progress against LRSP areas; evidence of capacity building on areas of program quality providing
technical support in the area of programme approaches, operational research, use of data for decision
making; effective coordination on all program quality areas, and Model well managed Programs /
Projects which others can learn from.

Tasks and responsibilities.
1. R 1: Guiding development and implementation of CO impact measurement systems (30%)
Tasks

1. Provide technical advice, support and development/review of the CO LRSP and program strategies
to guide program quality improvements

2. Lead MEAL and research activities to provide relevant up to date information for use in designing
and improving programs/projects

3. Coordinate and take a leading role in the development and functionality of monitoring and evaluation
system and MEAL for impact measurement especially to impact groups as well as for specific target
beneficiaries per initiative

4. Support and facilitate the development of sound theories of change for the impact groups and ensure
that these theories of change are aligned to CARE Kenya’s overarching theory of change for women
and girls in Kenya.

5. Facilitate periodic and rigorous situational analysis for each impact group ensuring updates annually
to monitor our impact on the underlying causes of poverty and vulnerability.

6. Support the transition to a programme approach; in developing strategies aligned to the CO ToC and
program strategy and informing future programming to the needs of the impact groups

7. Coordinate, monitor and review annually the programme theory of change and programme
implementation strategies for each of the impact groups identified.

8. Review and advice Programs Director on all programmes to ensure that these are all are grounded
in CARE’s programming principles and approaches and ensure all programmes (both long term and
emergency response programmes) address the underlying causes of poverty. This will be through
working with the MEAL staff of all Programs / Projects, including having a strong dotted line to all
of them.

9. Support the Senior Program Managers and Programs Director in the selection and formalization of
strategic partnerships that are aimed at increasing CARE’s impact and commitment to women and
girls — ensuring there is an updated partnership strategy

10. Ensure national level impact indicators for each impact group is developed and monitored.

11. Work with programme staff to ensure that all programs have coherent impact measurement systems
in place, and that these systems are linked into the CO knowledge management system and generate
the required evidence for learning and advocacy.

12. Mainstream accountability and compliance mechanisms in strategies, program quality and MEAL
functions.

13. Liaise with CI, CMP and Region office Quality assurance and MEAL staff to ensure integration of
systems between CO and CI systems.




R2: Program Management for Program Quality, learning & Accountability Department and
assigned Programs / Projects (30%)

1.

10.

11.

12.

13.

14.

Provide leadership for effective coordination and management of assigned Programs / Projects
in line with program quality standards, policies and guidelines (global, national, technical
specific and in line with program design.

Ensure that Programs / Projects portfolio are managed in a manner which achieves stated goals
and objectives, is in line with CARE policies and procedures and donor rules and regulations,
and demonstrate sound resource management.

Ensure that qualified staff and appropriate management tools, policies, procedures and systems
are in place to properly manage, guide and supervise staff to achieve results.

Monitor the assigned Programs / Projects to ensure that they are implemented in a professional
manner in line with the Programs / Projects proposal and with donor rules and regulations
through Programs / Projects visits, program review sessions, development and review of
annual implementation plans, program performance reports, activity reports among other
verifiable program management tools and processes.

Ensure that proper MEAL systems are in place to demonstrate impact on underlying causes of
poverty and that program lessons are being used to promote improved programming and
learning.

Ensure donor and government reporting is done according to quality standards (SOPs,
national guidelines, policies, algorithms e.t.c) and in a timely manner.

Oversee and approve Programs / Projects budget preparation, monitoring, reporting and
resource mobilization and management, ensure timely budget submission, and improve project
financial management.

Ensure Programs / Projects adherence to CARE Kenya’s donors and human resources,
administration and financial policies and guidelines and compliance with contract
requirements.

Ensure timely and quality submission of Programs / Projects reports (narrative and financial) to
donors and CARE HQ (PCMIS Data base).

Actively seek opportunities for inter-project and inter-agency collaboration and seek
mechanisms to create an environment of collaboration and synergy.

Monitor projects to pro-actively identify risks related to contract compliance and manage
corrective action.

Provide technical and administrative assistance to Managers and Programs / Projects to enable
them meet their goals.

Work with Programs / Projects Managers to generate and in sharing lessons learnt and best
practices with donors, NGOs, GOK, Private Sector, CI Members, Cos, communities and
stakeholders

Work closely with units in Program Support (finance, procurement, HR, Fleet, logistics etc.) to
ensure proper coordination exists for efficient implementation.

R3: Staff Management for the Program Quality, Accountability and Learning and the assigned
Programs/ Projects (20%)

1.

Supervise, mentor, coach and manage direct and strong dotted lines staff and ensure effective
management of all of them.




10.

11.

12.

13.

14.

Provide proper supervision and management for all direct reports and lead the establishment
and functioning of a strong, effective and coordinated team.

Ensure the proper implementation of CARE's performance management system for direct
reports, including job description and IOP development, regular feedback, mid-term reviews
and annual performance appraisals.

Keep abreast of all staff issues by regular visits to the projects and regular communication and
follow ups.

Ensure information flow to and from and between all staff and the rest of the mission and
ensure participation of staff in decision making.

Promote staff development through support, coaching, mentoring and regular feedback.
Ensure timely compliance with CARE Kenya’s performance management system.

Ensure / Develop adequate and realistic Job Descriptions and ensure Individual Operating
Plans (IOPs) are developed.

Promote team spirit through participatory leadership and a supportive work environment.
Proactively identify staff weaknesses and challenges and based on weaknesses, encourage staff
training and or provide mentorship for the realization of program goals or other appropriate.
Proactively address performance issues through regular, constructive and honest feedback and
coaching, as well as disciplinary actions.

Participate in the orientation and lead on-the-job training, identify necessary staff development,
career development and succession planning strategies for direct reports.

Ensure that space and incentives are available to allow staff to develop and innovate.

Oversee the recruitment and orientation of new department and assigned Programs / Projects
staff.

Ensure effective team coordination through regular forums of key management and MEAL staff
and general staff forums to review the program, strategic direction, enhance learning and
knowledge sharing for use in ongoing and in development of new program areas.

R4: Capacity building of staff and technical Support (15%)
Tasks

1.

Guide and support the technical advisors, MEAL Coordinators, MEAL Officers and Program/
Project Managers in implementation in line with the CO and CI strategy, programme approach
and approved strategies.

Coordinate with MEAL Staff and Programs / Project Managers and provide updates to CARE
staff on progress made on our strategic plan and implementation of the programme approach

Provide input in the design of new initiatives to ensure the needs of impact groups are addressed
in accordance with CARE Kenya’s programme approach.

Provide technical assistance in performance monitoring, programme evaluation, dissemination
and utilization of information.

Provide technical guidance in programme monitoring, evaluation, learning and research
initiatives.
Assist in the review of evaluation, baselines and other researches done at the country office.




7. Contribute to the development of the CO operating plan, ensuring alignment with programme
approach and achievement of annual target indicators.
8. Provide technical support in development of program profiles, annual contributions to CO report
ensuring tools are place to guide teams in generation of information, analysis and compilation.
9. Review of Technical Briefing Papers produced by sectors.
R4: Emergency preparedness and response (5%o)
1. Work with the national emergency coordinator to ensure that issues of emergency preparedness
and response include analysis of specific needs of impact groups in emergency response.
2. Support the emergency team in timely assessment, monitoring and review of emergency
initiatives
3. Support the emergency team in developing an M&E framework that seeks to integrate
accountability, performance review and use of lessons-learned to guide decision-making and
institutional learning within CIK programming and CARE International
R5: Any other appropriate duties assigned by supervisor
AUTHORITY:

1. Spending Authority: Up to $8,000 (Ksh.800,000) *Can adjust in line with revised approval policy

2. Supervision (Direct): Program / Project Managers ; MEAL Coordinators ; MEAL Officers
3. Decision Making: strategic, analytical and research decision making.

CONTACTS/KEY RELATIONSHIPS (internal & external):

The Program Quality, Accountability and Learning Manager is a member of the senior
management team, and so will have close contact with all other members of this team.

The Program Quality, Accountability and Learning Manager reports directly to the Programs
Director and has a dotted reporting line to the Country Director.

Apart from three direct reports, the manager will work closely with thematic area Senior Program
Managers, Programme Coordinators, Project Managers, and finance units.

Coordinates with CI Programme quality and learning personnel and Regional management unit
technical personnel and other stakeholders in the implementation of the programme approach.

WORKING CONDITIONS:
Position is based in Nairobi with up to 40 % travel to the field offices & Projects.

Qualifications and experience Required

Masters degree — in Social Science, Impact measurement, Project management or any other
relevant field.

At least 5 years experience in senior management positions in monitoring and evaluation and
program quality in development programs in at least two of the following areas; health, economic
empowerment, livelihood interventions, combined with staff management

Excellent written, verbal English and presentation/communication skills.

The ability to coordinate effective team work and to work effectively within a team

Diplomacy, tact and negotiating skills




e Proficient in MS Office Suite and highly organized and able to multitask.
e Demonstrable ability to develop and implement monitoring and evaluation systems and plans

Desirable
e Post graduate education in relevant area

e In depth understanding of underlying causes of poverty and vulnerability analysis in Kenya with
good knowledge of the political, economic, social and technological environment is desirable.

e Experience and knowledge on the development of theory of change desired

e Knowledge of statistical computer packages e.g. SPSS, EPI-INFO etc.

e Senior management experience in development agency

e Extensive knowledge of CARE programme approach, programming principles and frameworks
is an added advantage

Skills
e People Skills: Ability to work both independently and as a team player .The post holder needs
to be able to work independently whilst supporting a wider team of monitoring and evaluation
staff in other departments as well as the team in the his/her unit and demonstrates leadership.
The post holder needs to demonstrate diplomacy, good communication skills, possess excellent
analytical skills, facilitation skills, and the ability to work as a team player.

e Integrity: Works with trustworthiness and integrity and has a clear commitment to CARE's
core values and humanitarian principles.

e Resilience/adaptability and flexibility: Ability to operate effectively under difficult
circumstances and to interact effectively with a geographically dispersed multicultural team.

Employee Signature: Date:

Supervisor Signature: Date:




