Job Description
Position: Monitoring and Evaluation (M&E) Officer for Mekong Vitality Project

Supervisor: Field Office Manager

Duty station: Project Office in Tam Binh district, Vĩnh Long province

Specific Duties and Responsibilities:
· Work closely with training team in the development of training reports and make sure the indicators of training outputs and outcomes tracking in routine M&E forms.
· Collaborate with the Senior M&E Officer in Hanoi office to develop and maintain an excellent M&E system including a proper filing system of both hard and soft copy of M&E forms.
· Deliver M&E trainings including data collection software, baseline survey, result survey, impact survey and Most Significant Change (MSC) collection trainings to project staff to make sure all data collectors have common understanding on data flow, definition of indicators and data protocol. 
· Maintain accurate documentation for reporting, analyzing, consolidation of report for management and donor agency.
· Be responsible for preparing and submission of monthly and quarterly M&E reports to the Senior M&E Officer in Hanoi office in a timely and accurate reporting manner.
· Monitor target and actual performance of the project and assist analysis of the data and information to review the Programs progress. 
· Other relevant duties assigned by the Field Office Manager and/or the Senior M&E Officer in Hanoi office.
Qualifications and Experiences:

· Vietnamese national.
· Relevant graduate degree. 
· At least 3 years M&E working experience in development projects; experience with international organizations is an advantage.
· Matured and energetic personality.
· Team-work oriented, proactive, and demonstrated capacity to work independently.
· Good communication and negotiation skills.
· Good spoken and written English.
· Strong report writing skill and experience.
· Ability and willing to work flexible hours as needed and without close supervision.
· Other computer skills in Word/ Excel/Power Point/ Microsoft Access.
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