
 

JOB DESCRIPTION 
Manager-Monitoring, Evaluation Accountability and Learning  

 

Responsible to:  Country Director 
 

Purpose 
The Monitoring, Evaluation, Accountability and Learning (MEAL) Manager will be playing the 
lead role in integrating M&E in all Muslim Aid programs and creating evidence of Muslim Aid’s 
work through research. The MEAL Manager will be responsible for cross-cutting programmatic 
information management, monitoring & evaluation, ensuring data and information is being 
utilized to take informed programmatic decision and ensure that data is utilized  consistently 
while producing high quality reports and during proposal development.  In coordination with 
program managers and program team, s/he will be responsible for developing, coordinating, 
maintaining and constantly improving the  M&E system of Muslim Aid Bangladesh Programs. 
 
RESPONSIBILITIES: 
 
 Develop country M&E strategy for Muslim Aid Bangladesh and lead the M&E Framework 

development of different programs and projects 
 Collaborate with external evaluators to design and roll out of the program baseline and 

evaluations  
 Build the capacity of all relevant team members to develop and maintain an excellent 

M&E system, including regular reflection and analysis of program monitoring data. 
 Provide guidance, recommendations, supervision, and leadership to ensure that the M&E 

systems meet the needs of programs 
 Ensure programmes use the necessary M&E systems and tools, to inform and improve 

each individual programme, as well as feed into the broader Country M&E strategy. 
 Take the lead in aligning, collecting and reporting on relevant indicators to the 

organizational-wide M&E systems and other external systems as relevant. 
 Assist in recruitment of competent M&E staff and train the program team and M&E staff 

to perform M&E activities. 
 Develop a Management Information System (MIS) to support data collection, analysis and 

reporting  
 Assist in the processing, analyzing and reporting of programme and finance data where 

needed. 
 Maintain a comprehensive schedule of private and institutional funding reports for 

programs and review project/program reports to ensure that reports contain accurate, 
clear, and high-quality data and presented in the proper format. 

 Develop programme and financial reporting templates that facilitate the acquisition, 
aggregation and flow of information in programs and finance. 

 Develop country-level M&E database  which is aligned with country strategic and annual 
plan. 

 Create and sustain a work environment of mutual respect where team members strive to 
achieve excellence. 

 Ensure an effective performance management system in place for the M&E team of 
Muslim Aid Bangladesh. 

 Provide team members with information, tools and other resources to improve 
performance and reach objectives. 

 Strengthen linkages with other actors to enhance organizational learning where relevant 
to MEAL. 



 

 Maintain close working relationships with M&E counterparts in other relevant 
international NGOs, and local NGOs. 
 

The Manager will spend at least 50% of his/her time dealing with donors/stakeholders and 
field visit. S/he might have to carry out appropriate additional duties and provide assistance 
in other areas of work as and when required by your head of Department 

 
 
 

 
Please signify your acceptance of this job description by signing below and returning a copy 
to the Employer. 

 
 

Employee:   ____________________________________ 
 

 
Place and date:  ____________________________________ 

 
 

 



 

MUSLIM AID 
PERSON SPECIFICATION 

Manager MEAL 
 
Qualifications & Training 

 Masters in Social Science/ Applied Statistics/ Development Economics/ 
Anthropology or any relevant subject  

 
Experience 

 Minimum 10 years of working experience in M&E field (Essential) 

 M&E/Research Development experience (Essential) 

 Experience in managing budgets (Essential) 

 Supervisory experience (Essential) 

 Management experience (Desirable) 

 Experience in developing team strategies and plans 

 Experience in setting forecasts and targets 
 

Knowledge 

 Extensive knowledge of M&E and research 

 Extensive knowledge of developing M&E framework 
 

Skills 

 Strong organisational and planning skills (Essential) 

 Excellent time management skills (Essential) 

 Good negotiation, analytical and problem solving skills (Essential) 

 Strong interpersonal skills (Essential) 

 Strong presentational skills (Essential) 

 Excellent written and verbal communication skills (Essential) 

 Computer literate (i.e SPSS,) (Essential) 

 Strong Leadership skills (Desirable)  

 Financial management skills (Desirable)  
 

Ability 

 Ability to develop M&E strategy for programmes and projects. 

 Ability to produce effective M&E report  

 Ability to work well on own initiative  

 Ability to work under pressure to agreed deadlines and adapt to change. 

 Ability to work unsociable if needed (evenings and weekends). 

 Ability to work in a team environment and as a team player; 

 Ability to delegate tasks  
 
Commitment 

 Commitment to equality of opportunity and diversity; 

 Commitment to Muslim Aid’s mission, visions and values.  
 

Please signify your acceptance of this job description by signing below and returning 
a copy to the Employer 
 
Employee:   ____________________________________ 
 
Place and date:  ____________________________________ 


