Data & Monitoring Officer
A. Program & Project Coordination 
1. 
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1. Coordinating Program activities between Head Office and district/field teams
1. Ensuring implementation aligns with approved work plans, organizational policies, and donor requirements
1. Liaison with key stakeholders
1. Identifying and resolving operational and implementation issues in a timely manner
1. Supporting the smooth and timely rollout of donor-funded projects

B. Monitoring, Evaluation, Accountability & Learning  
1. 
1. M&E frameworks and logical frameworks
1. Indicators: definitions and types (output, outcome, impact)
1. Conducting field visits to assess Program progress and service delivery quality
1. Monitoring compliance with project objectives
1. Identifying implementation gaps and recommending practical solutions
1. Accountability to affected populations and adaptive Program management

C. Data Management & Data Quality 
1. 
1. Data collection, entry, cleaning, and validation
1. Database management basics
1. Data quality assurance and data quality audits
1. Data protection and confidentiality
1. Data triangulation and verification

D. Data Analysis & Program Reporting 
1. 
1. Basic statistical concepts and trend analysis
1. Data visualization and dashboards
1. Compilation, analysis, and timely submission of Program, logistics, and operational reports
1. Preparing annual, biannual, quarterly, and ad hoc reports
1. Developing assessments, analytical reports, presentations, case studies, success stories, and briefing notes

E. Logistics, Operations & Documentation Management 
1. 
1. Managing Program logistics, supplies, and operational requirements
1. Ensuring uninterrupted implementation of project activities across supported districts
1. Maintaining complete, organized, and accessible project documentation for management and donor review
1. Managing project-related HR documentation
1. Facilitating and coordinating trainings, workshops, and review meetings

F. Project & Program Management 
1. 
1. Project cycle management
1. Work plans, timelines, and Gantt charts
1. Donor compliance and reporting requirements
1. Providing technical and operational support to senior management

G. Ethics, Data Protection & Compliance 
1. 
1. Confidentiality of beneficiary and organizational data
1. Ethical standards in data collection, reporting, and documentation
1. Compliance with donor and organizational policies

H. General Knowledge & Current Affairs 
1. 
1. Basic health-related national Programs
1. Pakistan health system
1. Basic ethics and professional responsibilities

I. English & Communication 
1. 
1. Grammar
1. Vocabulary
1. Sentence correction
1. Reading comprehension
1. Professional/technical terminology relevant to the role
1. Communication with colleagues, communities, and stakeholders

J. Computer / IT & Data Management 
1. 
1. MS Excel (including formulas and pivot tables)
1. MS Word and PowerPoint (reports, presentations, briefing notes)
1. Data visualization tools (Excel charts; Power BI/Tableau basics an advantage)
1. Health information/data systems (e.g., DHIS2 or similar)
1. Mobile/online data collection tools (e.g., KoboToolbox, ODK)
1. Basic data security practices

