
 

 

Job Advert – Monitoring, Evaluation & Learning Officer 

Mary’s Meals Liberia will be feeding up to, 126,000 children each school day and require for 
her program a Monitoring, Evaluation & Learning officer. This is a fixed term, 12-month 
contract position, with a three-month probation period. 
 
Job Title :  Monitoring & Evaluation Learning Officer 
Reports to :  Monitoring, Evaluation & Learning Coordinator 
Duty Station :  Tubmanburg, Bomi County, with frequent travel to the field  
 
Job Purpose Summary 
 
The MEL Officer occupies a key role within the Monitoring, Evaluation and Learning (MEL) 
Team. The MEL Officer is responsible for ensuring the timely and accurate collation and 
analysis of programme data, capturing key programme indicators as well as ensuring that 
programme information management systems function effectively and efficiently. The MEL 
Officer also compiles qualitative information, such as case studies and undertakes analysis of 
programme information to enable decision making. The MEL Officer will also provide support 
to the Communications and Operations Team. 
. 
 
Responsibilities and duties 
 

 In collaboration with the MEL Coordinator, develop and implement an efficient and 

effective monitoring and evaluation systems for the programme using appropriate 

computer tools; 

 In collaboration with the MEL Coordinator, design data entry screen for county 

managers and provide support to ensure valid data entry for consistency in 

programme information generation and reporting; 

 Ensure timely processing of enrolment, feeding days and inventory data for the 

preparation of monthly delivery sheet; 

 Manage programme database and ensue effective periodic update for the retrieval of 

accurate information for reporting; 

 Work with the field monitors, school administration and the community to ensure that 

enrolment information is accurate and correspond to monthly ration  

 Supporting the MEL Coordinator in developing and implement the traffic light tool to 

identify at-risk schools and most improved schools.  

 Work with County Managers to ensure validation, accuracy and timelines of data 

provision from the field Monitors 

 Identify capacity gaps amongst Monitors and advise the MEL Coordinator and 

technical managers for appropriate capacity building protocols 



 To ensure that the data is up to date and accessible to appropriate programme staff 

members.  

 Act as a link between monitors and communications for the consolidation of most 

significant change and impact stories to the communications department 

 Develop school-specific reports and provision of appropriate support as requested by 

the other departments. 

 Any other duty as assigned from time to time 

 
Minimum Requirements for the job.  

 A university degree (BA, BSc) in the economics, statistics, mathematics, 

development studies or related field 

 At least three years’ experience working in a similar position  

 Above-average knowledge of the Microsoft Office suite especially Excel 

 

Other desirable skills and attributes 

 Good command of English and fluency in one or more local languages 

 Knowledge of school feeding, stock delivery and management and other pertinent 

school feeding processes 

 Highly developed interpersonal skills and exceptional integrity 

 Good organisational and problem solving skills.  

 Good interpersonal and team-functioning skills 

   A valid driver’s licence 

 Experience in the development and management of project electronic data base. 

 

To apply, please send ONLY your CV (maximum 3 pages) with details of three 
professional references and a cover letter explaining why you are interested in the 
role to Jobs.Liberia@marysmeals.org. 
 
The applicant should indicate their name and position applied for on the subject line 
of the email (e.g. Monubah, Monitoring, Evaluation & Learning Officer). 

Closing date:  Sunday 30 April 2017 at 12 noon. 

Interviews: Interview dates will be communicated to shortlisted candidates. 

While Mary’s Meals Liberia will endeavour to contact all candidates within a reasonable time, 
this may not always be possible due to limited resources.  Therefore, if you have not heard 
from us within two weeks of the closing date, you can assume that your application has, on 
this occasion, been unsuccessful. Mary’s Meals Liberia is an equal opportunities employer. All 
applicants will be judged strictly on the basis of merit. 
 
Mary’s Meals is a child friendly organisation committed to the protection of children. 
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