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INTERAGENCY FOREIGN SERVICE NATIONAL EMPLOYEE POSITION DESCRIPTION 
Prepare according to instructions given in Foreign Service National Handbook, Chapter 4 (3 FAH-2) 

1. POST 2. AGENCY 3a. POSITION NO. 

KAMPALA USAID 358272100052 

3b. SUBJECT TO IDENTICAL POSITIONS?       Yes        No    

 Agencies may show the number of such positions authorized and/or established: 

  

 

 

4. REASON FOR SUBMISSION   
     

  a. Reclassification of duties:  This position replaces 

 Position No.:  Title:  Series:  Grade:   

  b. New Position 

  c. Other (explain): Update 
 

 

5. CLASSIFICATION ACTION 

 

Position Title and Series Code 
 

Grade 
 

Initials 
Date 

(mm-dd-yy) 
 

a. Post Classification Authority: Senior Monitoring and Evaluation Specialist,FSN-

4005  
11   

MClass 

 

b. Other:  
    

 

 

c. Proposed by Initiating Office: 
    

 

 

 

6. POST TITLE POSITION  (if different from official title) 
 

7. NAME OF EMPLOYEE 

M&E Specialist   Vacant 

8. OFFICE/SECTION:  a. First Subdivision:    
Office of Program & Policy 
Development  

 

b. Second Subdivision:      
 

c. Third Subdivision:  
 

APPROVALS AND SIGNATURES SECTION 

9. This is a complete and accurate description of the duties and 
responsibilities of my position. 

10. This is a complete and accurate description of the duties and 
responsibilities of this position. 

    

Typed Name and Signature of EMPLOYEE  
Date 

(mm-dd-yy) 
Typed Name and Signature of SUPERVISOR 

Date 
(mm-dd-yy) 

11. This is a complete and accurate description of the duties and 
responsibilities of this position. There is a valid management need for 
this position. 

12. I have satisfied myself that this is an accurate description of this 
position, and I certify that it has been classified in accordance with 
appropriate 3 FAH-2 standards. 

    

Typed Name and Signature of SECTION CHIEF or 

AGENCY HEAD  
Date 

(mm-dd-yy) 

Typed Name and Signature of Human Resources 

Officer 
Date 

(mm-dd-yy) 
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13. BASIC FUNCTION OF POSITION 

 
The Senior Monitoring and Evaluation (M&E) Specialist, located in the Mission’s Office of Program and Policy Development 
(PPD), is responsible for ensuring Mission compliance with USAID performance management and evaluation policy as set forth 
in Automated Directives System Chapter 203, as well as Mission policy as set forth in the current USAID/Uganda Evaluation 
Mission Order, across the entire $1.5 billion Mission assistance portfolio.  As the senior Mission subject-matter expert (SME) on 
all matters M&E, s/he advises the PPD Director and Deputy Director, the Mission Director and his/her Deputy, the Mission 
Office of Acquisition and Assistance, and Mission technical teams on all aspects of Mission program performance monitoring 
and evaluation, ensures that progress toward intended results is monitored, recorded and reported upon in accordance with 
USAID policy guidance, advises and trains, as needed, all Mission Contracting Officer Representatives (CORs) and Assistance 
Officer Representatives (AORs) and implementing partners on the design, implementation and modification of performance 
monitoring plans (PMPs) for their respective contracts and grants.  S/he provides final Mission-level clearance on all evaluations 
of Mission projects/activities.  S/he also supports the Mission Project Design and Budget Team in applying lessons learned from 
mid-term and post-project/activity evaluations to new project/activity designs.  S/he has overall management responsibility for 
ensuring that the Mission’s performance-data reporting system consistently conforms to Agency standards and policy guidance, 
and for enforcing requirements for timely collection of Mission program performance data for that system and for timely 
assessment of data quality.  S/he is the principle COR for the $15.6 million Mission-wide Monitoring, Evaluation and Learning 
contract.  S/he leads the PPD M&E and Learning (ME&L) Team and directly supervises a FSN-10 M&E Specialist, a GS-14 
USPSC Organizational Learning Advisor, a FSN-10 Knowledge Management Specialist, a FSN-11 Geographic Information 
Systems Specialist, and a District Operational Plan Coordinator (Fellow).  As ME&L Team Leader, she assigns tasks to team 
members, reviews and clears their documents and other work products for the PPD Director and Deputy Director, and is a 
required source of 360-degree feedback on ME&L Team members’ work performance to those who prepare the members’ 
annual performance evaluations and reports (the PPD Director or Deputy Director).   

 

14. MAJOR DUTIES AND RESPONSIBILITIES         % OF TIME 

 

1.  Design and Management of Mission Performance-Management Plans and Systems:                        30% 
 
Provides high-level professional subject-matter expertise and guidance to all Mission technical teams and implementing 
partners (IPs) in the design, implementation and update/revision of performance monitoring plans for all Mission-funded 
activities.   Reviews, approves, and modifies, as necessary, the performance-management plans for all Mission activities in 
accordance with Agency M&E policy guidance, in order to determine actual results achieved in comparison to targets; and 
interprets the significance of those results for broader Mission performance objectives and goals, and makes final 
determinations on behalf of the Mission regarding whether the intended result or target was achieved.  Leads the 
development of, and provides final Mission-level approval of, the M&E plan of the Mission’s Country Development 
Cooperation Strategy (CDCS).  Makes formal recommendations to Mission Management, as required, for any revisions of, or 
adjustments to, performance targets, intermediate results, development objectives and strategic goals.   
 
2.  Development, Implementation and Oversight of the Mission Analytic Agenda:                                     30% 
 
Leads the Mission to develop an annual analytic agenda that conforms to Agency Evaluation Policy and its Collaborating, 
Learning and Adapting agenda and to the USAID/Uganda standardized Mission Order on Evaluation, identifying specific 
programs, activities, technical areas and issues requiring in-depth analysis and/or evaluation in order to meet Mission 
assistance-program objectives and goals; reviews and approves all Mission evaluation designs; and manages the Mission 
M&E budget for third-party evaluations and assessments of programs and activities.  Reviews all Mission evaluation reports 
and makes final determination on behalf of the Mission as to whether they meet the standards required by Agency and 
Mission policy.  Leads the PPD M&E and Learning Team in advancing the Mission’s M&E and Learning agenda, identifying 
all data and analytical requirements for improving program management, impact and oversight. 
 
3. Data Collection, Verification, Analysis and Reporting on Program Performance:        25%   

                                                                                                            
Serves as the senior Mission authority and arbiter on all issues related to program-performance data identification, collection, 
quality-assessment, interpretation and dissemination.    Leads the Mission in designing, planning, organizing and carrying out 
the bi-annual portfolio reviews for Mission Management, both at the Mission and in the field, of program performance in 
accordance with the USAID/Uganda standardized Mission Order on Portfolio Reviews.  Oversees the operation of the 
Mission’s Performance Reporting System and provides direct oversight of the five-year, $15.6 million Monitoring, Evaluation 
and Learning contract as the Contracting Officer’s Representative (COR).  Attends Uganda-based and international 
conferences and workshops on M&E and Learning as the senior Mission subject-matter expert and administrative authority.  
Leads the preparation, ensures the quality and accuracy, and approves for final submission to Washington of the annual 
Mission Performance Plan and Report. 
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4.  Improving the capacity of partner organizations:                                                                                  15% 
 
In support of the achievement of the Mission’s performance plan, provides of technical assistance to Mission IPs to enhance 
their institutional M&E and Learning capacity.  This includes providing assessments of current IP capacity in these areas, and 
identifying any training and/or other resources needed for the IPs to be able to carry out these functions with the necessary 
level of competence and quality.  On a periodic and as-need and appropriate basis, provide technical assistance to Ugandan 
institutions such as the Uganda Bureau of Statistics, the Office of the Prime Minister, and the Office of the Auditor General in 
enhancing their M&E capacity. 

  

15.   QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE 

 

a. Education:  A Master's degree, or host-country equivalent, in a field related to monitoring and evaluation and 
performance/statistical research and analysis, which may include economics, applied mathematics/statistics, public or 
business administration, organizational/management theory and practice, demography, or related field, is required.     

b. Prior Work Experience:  At least ten years of progressively more responsible, professional-level experience in the 
performance monitoring and evaluation of development-assistance programs, at least 4 years of which should be with a 
U.S. Government (USG) agency or other bilateral or multilateral official aid donor organization.  Experience must include 
the development and management of performance monitoring plans, oversight/management of computer and/or web-
based performance data recording and reporting systems, design and management of program/project evaluations and 
assessments, data source selection and quality analysis, report writing, and work in diverse team settings.      

c. Post Entry Training: The incumbent will be expected to successfully complete USAID training courses required or 
recommended for all new employees, either in a classroom setting or on-line, including but not limited to:  Programming 
Foreign Assistance, Program Development and Management, Global Acquisition and Assistance System/Requestor 
training, and COR/AOR Certification training and the continuous learning credits required to maintain AOR/COR 
certification.  The incumbent will also be authorized or required to receive training from institutions/sources outside of 
USAID, including other USG agencies, academic institutions, and private-sector consultants. 

d. Language Proficiency (List both English and host country language(s) proficiency requirements by level (II, III) and 
specialization (sp/read):  Oral and written professional-level fluency (Level IV) in English is required. 

e. Job Knowledge:  Thorough knowledge of the economic, social and political contest of developing countries such as 
Uganda; of official development assistance theory and practice; detailed professional practitioner-level  knowledge of M&E 
and organizational learning theory and practice, including data selection, collection, and analytical methodologies, and 
data-quality assessment.  Knowledge of computer and/or web-based M&E data-management systems.  The incumbent will 
be able to provide expert technical advice to assist Mission Management and the Executive Office in identifying Mission 
training needs related to monitoring and evaluation, including the incumbent’s own training required to maintain an effective 
Mission leadership role in M&E and Learning and any necessary certification requirements.  

Skills and Abilities:  Must possess excellent interpersonal, conceptualization and problem-solving, and communication 
skills, including the ability to write persuasively and with appropriate attention to detail, timeliness, and quality of 
presentation; the ability to work effectively and with minimal guidance or supervision within a culturally-diverse team setting 
and to provide leadership to peers and subordinates that ensures quality work while promoting professional growth; a  
demonstrated ability to work effectively with a broad range of professional counterparts within and outside of the employing 
organization.  Must be able to interact effectively on a peer-to-peer basis with local and international M&E professionals in 
professional fora, conferences, and work groups, including, as appropriate, the development and presentation of original 
research and analyses that meet international standards of professional peer review in the M&E field.  Advanced computer 
literacy, including the ability to, entirely independently, create, interpret, edit, and modify documents and spreadsheets 
using common word-processing, spreadsheet and slide-show software packages, such as those included in the Microsoft 
Office suite, with minimal supervision.    
 
 
 
 
  
 

16. POSITION ELEMENTS 
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a. Supervision Received:   The incumbent is expected to perform all of his/her roles and responsibilities with minimal 
supervision from the PPD Deputy Director, who will review completed work products.  Work assignments will be made 
in terms of broad objectives and desired results, and the incumbent will be expected to understand, and be able to 
provide, the appropriate level of detail and quality.  Work performance will be measured against objectives and 
performance measures developed jointly by the incumbent and the PPD Deputy Director. 

b. Supervision Exercised:  S/he directly supervises an directly supervises a FSN-10 M&E Specialist, a GS-14 USPSC 
Organizational Learning Advisor, a FSN-10 Knowledge Management Specialist, a FSN-11 Geographic Information 
Systems Specialist, and a District Operational Plan Coordinator (Fellow) and directly oversees the work of (is the COR 
for) the Mission Learning Contractor.  

c. Available Guidelines:  U.S. laws and regulations, including the Federal Acquisition Regulations; USAID policy 
directives (as per the Automated Directives System); USAID Evaluation policy; and the USAID/Uganda Mission Orders 
and FSN Handbook.  This guidance is supplemented by Agency Notices and any additional guidance provided by the 
USAID Bureau for Africa, the Bureau of Policy, Planning and Learning; the Office of the General Counsel, the Office of 
Acquisition and Assistance, and/or the Office of the Chief Financial Officer. 

d. Exercise of Judgment:  Excellent judgment and a high level of political astuteness are required in exercising an 
advisory or management role in the formulation, administration and evaluation of the USAID/Uganda program.  The 
incumbent functions within the Mission as a high-level, officially-recognized subject-matter expert on matters with 
significant financial and legal and sometimes political implications for the USG, and is accordingly given wide latitude in 
designing, planning and executing assignments.  Reliance is placed on his/her professional judgment and political 
acumen in matters concerning USAID/GOU programs, analyzing and evaluating data for reliability, consistence, 
especially on impact reporting.   

e. Authority to Make Commitments:  While having no commitment authority, per se, the incumbent's analysis and 
recommendations for USAID/Uganda action is given considerable weight when Mission policy decisions are made.  
Supervisor clears all major written communications to parties outside USAID.  

f. Nature, Level, and Purpose of Contacts:  Contacts are maintained with all levels of Mission personnel, Embassy, 
officials in USAID/W, and officials in the public and private sector, and NGO community for purposes of communicating 
monitoring and evaluation guidelines and procedures, facilitating monitoring and evaluation requirements related to the 
USAID program, to obtain and interpret information relevant to program activities.  Contacts are also maintained with 
other donor representatives for the purposes of program coordination.  The incumbent must be comfortable in 
communicating with the highest level of USG officials at Post and the highest level of GOU representatives. 

g. Time Expected to Reach Full Performance Level:  One year. 


