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	ELIZABETH GLASER       PEDIATRIC AIDS FOUNDATION

TANZANIA

	             P.O. Box 1628

           Dar es Salaam, Tanzania

Tel: 255-022-2601692/94


Job Title:
Program Coordinator Data Management (PCDM)
Location:


Dar es Salaam 
Reports to:
Senior Technical Advisor for Strategic Information and Research (STA SIR)
Purpose of post:
The PCDM works as a key member of EGPAF Tanzania’s Technical team, under the leadership of the STA SIR. PCDM has primary responsibility to supervise, mentor and manage the Associate Data Management Officers (ADMOs) of all of the EGPAF Tanzania field offices in the supported regions. 

The PCDM is responsible for all data management issues that need to be performed in EGPAF Tanzania’s programs including data collection, data cleaning and data analysis.

Together the PCDM and ADMOs will ensure that all databases for Care & Treatment and PMTCT/RCH programs in the supported districts are continuously up to date, functioning and effectively used according to the highest standards
MAJOR ROLES AND RESPONSIBILITIES
1. Leadership and coordination of EGPAF’s DATA MANAGEMENT DEPARTMENT and activities
· The PCDM is responsible for supervising all ADMOs located in field offices, in collaboration with Field Office Program Coordinator;
· The PCDM is responsible for strengthening the functioning of ADMOs and site data clerks;
· The PCDM is responsible for the development and implementation of essential Standard Operating Procedures regarding data management, data quality assurance and data use;
· The PCDM is responsible to design and develop data collection tools such as custom forms, simple database and research tools;
· The PCDM coordinates and assures repair and maintenance of databases of Care and Treatment, Laboratory, EID and PMTCT programs;
· The PCDM is responsible in designing and maintenance of any database as requested by his/her supervisor which incorporates the following principles:

· Data remains consistent across the database;
· Data is clearly defined;

· Users access data concurrently, in a form that suits their needs;

· There is provision for data security and recovery control (all data is retrievable in emergency);

· Writing database documentation, including data standards, procedures and definitions for the data dictionary (‘metadata’);

· Support technical staff to design and implement qualitative or formative research to compliment quantitative data collected.
2. Capacity building 
· The PCDM is responsible for building capacity of EGPAF sub-grantees in data quality assurance, data collection, data analysis, data use in decision-making and  reporting;
· The PCDM is responsible for building capacity of ADMOs and sub-grantees on principles of data management and source documentation
· The PCDM is responsible to provide capacity building and support to all EGPAF program section on data management as needed.

3. Reporting
· The PCDM coordinates and assures timely submission of reports to EGPAF, MOH, CDC, USAID and other stakeholders;
· The PCDM assures optimal use of databases in production of reports for decision making and quality improvement.
4. EGPAF representation
· The PCDM participates actively in internal or external meetings concerning Data Management and other project activities as delegated by the STA SIR or Technical Director with various stakeholders, including the MOH, CDC, USAID and other stakeholders; assume representational responsibilities when asked;
· The PCDM participates in programmatic workshop internal and external, national or international as delegated by the STA SIR or Technical Director.
5. Any other duties:

· Any other relevant duties as assigned by the STA SIR, Technical Director or Country Director.

Education, Skills & Abilities

Required Qualifications 
· Degree and/or Master of Science in computer sciences and IT management and/or software engineering or equivalent qualification;
· Training and experience in Monitoring and Evaluation and the development of M&E tools; preferably of HIV& AIDS interventions or a related field, or otherwise the capacity and motivation to acquire an in-depth knowledge of this field in a short time;

· Experience in developing and conducting training;

· Previous experience in program management and management skills, preferably under US Government regulations;

· Previous reporting experience to US Government an added advantage;

· Data entry and management training would be an added advantage;
· Excellent oral and written communication skills.
Skills and Abilities

· Comprehensive knowledge and efficiency with database design and use;
· Familiarity with common data manipulation languages and the principles of database design;
· Experienced with deadline-oriented tasks;
· Highly organized and reliable; 

· Good interpersonal skills;
· An understanding of information legislation, e.g. the Data Protection Act;
· Ability to maintain confidentiality, discretion and sound judgment;
· Excellent computer skills; 

· Ability to work under pressure, meet deadlines, and troubleshoot and problem solve;
· Comfortable working independently with an emphasis on accuracy and attention to details;
· A willingness to keep up to date with developments in new technology;
· Practical experience in using statistical packages (SPSS, Stata or EPi info);
· Basic knowledge in the HIV and AIDS, VCT as well as PMTCT/RCH is highly desirable;
· Ability and willingness to travel up to 30% in-country.
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