Terms of Reference (ToR)
Position: Monitoring & Evaluation (M&E) Officer
Organization: Sanjh Preet Organization (SPO)
Duty Station: Shujaabad, Multan, Punjab
Area of Coverage: Multan, Jhang and Muzaffargarh
Position Type: Short-term / Project-based
Duration: As per project requirements
Travel Requirements: Regular field visits to Jhang and Muzaffargarh
1. Background
Sanjh Preet Organization (SPO) is seeking a qualified and experienced Monitoring & Evaluation (M&E) Professional to support the effective monitoring, documentation and reporting of project activities under its social development initiatives. The selected candidate will be responsible for ensuring the quality of project data, tracking progress against planned targets, conducting field monitoring visits and supporting evidence-based programme implementation.
2. Purpose of the Position
The M&E Professional will support the implementation of the project's Monitoring, Evaluation, Accountability and Learning (MEAL) framework, ensuring timely collection, verification, analysis and reporting of project data. The position will be based in Multan, with regular field visits to project locations in Jhang and Muzaffargarh.
3. Key Roles and Responsibilities
A. Monitoring and Data Collection
· Monitor project activities against approved work plans, indicators and targets.
· Conduct regular field monitoring visits to project sites in Jhang and Muzaffargarh.
· Collect quantitative and qualitative data using approved monitoring tools, questionnaires and checklists.
· Verify project data through field observations, beneficiary interviews, attendance records and supporting documentation.
· Identify implementation gaps, challenges and areas requiring corrective action.
B. Data Management and Analysis
· Maintain accurate and updated project databases and monitoring records.
· Review, clean, validate and analyse project data to ensure accuracy and consistency.
· Track project progress against agreed indicators and targets.
· Prepare data summaries, progress tables, charts and other analytical outputs.
· Ensure proper documentation and secure management of project records.
C. Reporting and Documentation
· Prepare regular monitoring reports and field visit reports.
· Contribute to monthly, quarterly and other project progress reports as required.
· Document success stories, beneficiary feedback, lessons learned and good practices.
· Maintain photographic evidence and other supporting documentation of project activities, ensuring appropriate consent.
· Share monitoring findings and recommendations with the project management team.
D. Accountability and Quality Assurance
· Support beneficiary feedback and complaint-response mechanisms.
· Ensure that data collection and reporting processes follow organizational policies and donor requirements.
· Promote data quality, transparency and accountability in project implementation.
· Report any significant implementation issues or discrepancies identified during field monitoring.
E. Coordination and Support
· Coordinate with project staff and field teams to ensure timely submission of monitoring data.
· Provide technical support to field teams on data collection tools and reporting formats.
· Participate in project review meetings and monitoring-related discussions.
· Perform other M&E-related tasks assigned by the supervisor.


4. Required Qualifications and Experience
· Bachelor's degree in Social Sciences, Development Studies, Statistics, Economics, Public Administration, Project Management or a relevant discipline. A Master's degree will be an advantage.
· At least 2–3 years of relevant experience in Monitoring & Evaluation, project monitoring, data management or reporting, preferably in the development or humanitarian sector.
· Practical experience in field monitoring, data collection, verification and analysis.
· Good command of MS Excel and other data management tools. Experience with KoboToolbox, ODK or similar digital data collection platforms will be preferred.
· Strong report-writing, analytical and documentation skills.
· Ability to work independently and meet reporting deadlines.
· Good communication and coordination skills.
5. Required Competencies
· Strong attention to detail and commitment to data accuracy.
· Ability to identify gaps and recommend practical solutions.
· Professional conduct and respect for beneficiary confidentiality.
· Ability to work under tight timelines and manage field assignments.
· Willingness and ability to travel regularly to Jhang and Muzaffargarh.
6. Key Deliverables
The selected professional will be expected to deliver:
1. Regularly updated project monitoring databases and indicator tracking sheets.
2. Field monitoring reports with observations, findings and recommendations.
3. Verified and quality-assured project data.
4. Periodic progress reports and data analysis.
5. Documented success stories, beneficiary feedback and photographic evidence.
6. Timely submission of assigned M&E deliverables in accordance with project requirements.
7. Application Procedure
Interested and qualified candidates are invited to apply through the given google form link before the deadline.
Female professionals are strongly encouraged to apply.
Only shortlisted candidates will be contacted. SPO is an equal opportunity employer and is committed to maintaining a safe and inclusive working environment.

