Job Description
Title: 

M&E Intern

Supervisor:
M&E Senior Program Officer

Position Summary: The M&E Intern will support Pact M&E team in program monitoring and quality assurance, managing data to enhance Pact program quality and management. 

Specific Roles & Responsibilities 

1. Assist the M&E team for Pact partner data management and quality assurance

· Routinely contacting with partners to follow up the process of setting up or refining data collection and indicator protocols, reporting for complying to the next generation indicators of PEPFAR and developing standard operation procedures. 

· Assisting in revising client management system of home base care programs (in ENG and Vietnamese), providing technical assistance to Pact partners and their sub-grantees on the use of client management system of home base care programs and counting PEPFAR indicators and reporting;

2. Assist in reporting to donors and other stakeholders

· In conjunction with program teams, assisting in collecting, cleaning and filling quarterly reports from Pact partners, assessment of the data quality as needed. 

· Drafting visual representations for use in reports and presentations.

3. Collecting, managing, and using data to enhance Pact program quality and management

· Entering the targets and achievements from partners to the database on Pact partner programs by program area, province, and district. Tracking partner achievements against targets for donor indicators.
· Routinely updating to the program teams on the targets/achievements of the partners or other information to ensure the information needs of program team are met 

· Participating into the process for data quality audits to selected sub grantees.  

· Providing assistance in the trainings and workshops implemented by Pact (mainly focus to M&E trainings) 
· Assisting the program team to tailoring Program Quality Assurance/Quality Improvement tools to Pact partner needs and in providing relevant training (If FHI hand over to PEPFAR partners)

5. Providing assistance in the implementation of evaluations implemented by Pact 
6. Performs other duties as assigned including: joining the admin team for administration tasks as needed, assisting the program team in written translation, preparing and delivering the workshops and events.  

Desired Education, Skills and Qualifications: 

· Bachelor degree in the social, behavioral or health sciences

· Minimum of 1 year experience in developing, implementing, monitoring and evaluation activities, preferably in the HIV/AIDS sector.

· Proven professional experience in some of following areas: 

· Design and use of program monitoring tools

· Data quality management

· Database management

· Use of data for program improvement.

· Experience supporting the reporting requirements of major HIV/AIDS funding sources such as the U.S. Government or other bilateral donors, and/or the UN, preferred

· Strong oral and written communication skills in English

· Exceptional attention to detail 

· Strong computer skills 

