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M&E Officers implement monitoring activities in the field. They are based in the field offices and often reports to M&E Manager.  M&E Officers are responsible for output and process monitoring including data collection, compilation, generating descriptive reports and training field staff on M&E activities.  

1. M&E Concepts, including
1.1 Understand the basic monitoring and evaluation concepts and the purpose of M&E 

1.2 Clearly define project cycle and results chain (outputs/ outcomes/ impact/ interventions)

1.3 Understand and interpret results framework, M&E Framework and IPTT

1.4 Understand the concept of participatory monitoring

1.5 Knowledge of planning and using mixed methods 

2. Project design, including

2.1 Determining activities/ process/ outputs/ outcomes/ impact.

3. Developing project M&E system

3.1 Identifying and detailing out key monitoring and evaluation activities

3.2 Training field staff on data gathering and data compilation techniques

NOTE: While M&E Officer would implement the monitoring activities in the field, the design of the system, tools, and methodologies should be the responsibility of M&E Manager. 

4. Sampling for qualitative studies and quantitative surveys

4.1 Knowledge of commonly used probability and purposive sampling techniques 

NOTE: While sampling strategy and sample size calculation will be done by the M&E Manager, the M&E Officer must have basic understanding about commonly used sampling techniques. 
5. Qualitative techniques for data collection

5.1 Knows how to use key qualitative tools  

5.1.1 Key informant interviews

5.1.2 Group discussions

5.1.3 Focus group discussions

5.1.4 Other PRA tools

5.2 Develop topical outlines/ key topics to facilitate discussions

5.3 Knowledge of improving quality of information during information gathering and processing phase 

NOTE: While M&E Manager is responsible for developing the qualitative and quantitative tools, M&E Officer must have the skills to use them. 
6. Quantitative techniques for data collection

6.1 Observations

6.2 Physical measurements (i.e. anthropometric, infrastructure)

6.3 Implementing structured surveys

6.3.1 Field testing of survey instruments

6.3.2 Errors and strategy to minimize them 

6.3.3 Interview techniques

6.3.4 Training & co-ordination of data collectors in the field

6.4 Managing surveys in the field

6.5 Knowledge of different strategies to improve data quality during data gathering and data entry phase  

7. Data entry and descriptive statistics 

7.1 Data entry

7.1.1 Enter data into Microsoft Excel or Microsoft Access or any other simple data base

7.1.2 Organize data in such a way that it is easily accessible by staff concerned

7.1.3 Knowledge of data base (excel/ access) management  

7.2 Quantitative descriptive analysis

7.2.1 Understand basic statistics – central tendency and measures of spread

7.2.2 Produce frequency tables and compute mean, and median

NOTE: While statistical data analysis should be conducted by the M&E Manager, the M&E Officer must be able to generate frequency tables, compute mean, median and standard deviation. 

8. Reporting the results
8.1.1 Collect and compile reports from field offices

8.1.2 Check the consistency of the report and compare them with the target

8.1.3 Interpret the numbers  

9. Techniques for presenting information
9.1 Narrative simple report writing

9.1.1 Use of tables

9.1.2 Use of graphs

NOTE: While the analytical report preparation is the responsibility of M&E Manager, M&E Officer must be able to compile the reports collected from the field, produce simple tables and graphs using MS Excel and interpret the numbers so that it is easy for the users to understand and make sense of the numbers. 
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