Join Aid Management International (FORAFRIKA) nowrebraneed to ForAfrika is Humanitarian
and Relief Organization operating in various parts of African countries. Our Projects includes

MEAL Assistant and Data Entry Clerk

Number of Position

Department Health & Nutrition

Reports To (Function) Nutrition Officer

POSITION IN THE ORGANIZATION
The Data Entry Clerk hierarchicaliy reports to the M&E/Field Officer

PURPOSE OF THE JOB

forward all sensitive non programmatic cases identified syuch as fraud, theft and diversion, PESA
to the responsible staff.
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distribution monitoring, surveys, observations etc.)

® Manage all data collection Process ensuring all legible beneficiaries are registered on the
Program and their data are recorded and kept safe

® Clean and code al| data collected before entry into the system.

® Enter all data collected into the availed data Management system and where applicable
Create a data base for the beneficiaries.

® Ensure approved beneficiary list i available at all time of programme implementation
especially during distribution and data reconciliation.

® Produce MEAL reports as per MEAL plan(s) reporting schedule and in accordance with
approved projects’ reporting formats.

¢ Follow up and respond to complainants no Mmatter how they are received (help desk, focal
person, hotline etc) to ensure they are responded to, on time and according to the
guidelines.

KEY Result (2) Data analysis, presentation and reporting) 7~ .
< ,} ForAfrika

* Manage MEAL plans To Trwive

* Conduct data analysis !

® Extract and present analyzed data g SQUTH SUDAN
® Write reports as required i e

* Any other duty assigned by supervisor as required.

REQUIREMENTS.

Knowledge and skills

1. This position requires a mature candidate, a self-starter, with dedication
with less or no Supervision. Must demonstrate w

2. Prospective candidates should have a minimum of Diploma from a recognize institution in
Statistics, Mathematics, M&E and other related trainings

3. Auniversity degree in Statistic, Mathematics M&E is preferable

4. Candidates should also have at least 3 years’ previous experience in 3 related field.
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5. ility to perform field assignments and willingness to travel for long period of time in

difficult terrain, harsh and demanding conditions.

6. Good command of oral and written English. Computer literacy and knowledge of the local

language is an added advantage.

address your applications to the HR Manager Juba please clearly mark the position title.

Deadline for submission: 19th January 2024 at 4: 3¢ PM.

FORAFRIKA is an Equal Opportunity Employer FORAFRIKA considers all applicants on the basis

of merit without regard to race, sex, color and Religion.

NB: FEMALE APPLICANTS ARE STRONGLY ENCOURAGED TO APPLY.
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