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POSITION DESCRIPTION
Global M&E and Project Officer 
	Date Developed
	January 2026

	Role Overview
	The Project Officer (PO) supports the Global Division in delivering high-quality international health programs, with a focus on supporting Monitoring & Evaluation (M&E) and Project Management across multiple projects. This role ensures compliance with donor requirements, contributes to program learning and improvement, and provides other general project support as needed. The PO works closely with the MEAL Lead, project managers, technical advisors, and in-country partners to strengthen data systems, reporting, and evidence-based decision-making and support the day-to-day delivery of ASHM’s international projects.

	Reporting Relationships
	Reports to: Global Monitoring, Evaluation, Accountability and Learning (MEAL) Lead
Works closely with: Global Division team, in-country partners, consultants

	Supervisory Responsibilities
	This role does not include direct supervisory responsibilities but may involve supporting coordination or informal guidance of consultants or volunteers.

	Organisational Commitment and Conduct Expectations
	All ASHM staff are expected to uphold the organisation’s Code of Conduct, including safeguarding, anti-fraud, and ethical standards. Staff must demonstrate commitment to equal employment opportunities, workplace health and safety, cultural diversity, and inclusive practice.

At ASHM, we recognise the personal dignity and rights of all people, especially children and vulnerable adults, towards whom we have a special responsibility. This position will have low contact with children. As part of the global team you will be required to complete a relevant Working with Children Check. You will also be required to sign off on our Code of Conduct and our Child Protection Code of Conduct which is included in ASHM’s Child Protection policy.

	Key Responsibilities
	Monitoring & Evaluation 

· Maintain and update project M&E frameworks, indicator sets, and data collection tools, ensuring alignment with donor requirements and organisational standards.
· Coordinate routine data collection, quality assurance, and validation processes in collaboration with project teams and partners to ensure data accuracy, completeness, and timeliness.
· Undertake basic quantitative and qualitative data analysis to support donor reporting, internal dashboards, and presentations summarising project performance, outputs, and emerging outcomes.
· Support learning, reflection, adaptive management processes by compiling monitoring findings, lessons learned, and evidence to inform program improvement and decision-making.
· Ensure M&E activities and reporting comply with ethical standards, data protection requirements, and organisational safeguarding policies.


General Project Support 

· Provide logistical and administrative support for meetings, workshops, and training sessions.
· Maintain accurate records, contracts, and documentation for donor audits and reporting.
· Support procurement and consultant management processes as required.
· Contribute to proposal development and donor submissions by providing M&E inputs and literature reviews.
· Support day-to-day running of projects.

Some international travel may be required.

	Experience and Qualifications
	· Tertiary qualifications in public health, international development, project management, statistics, or related fields/or enrolment in same, or equivalent experience.
· Experience in M&E for donor-funded projects (preferably in global health or development).
· Familiarity with data analysis tools (Excel, Power BI, or statistical software).
· Understanding of international development principles and cross-cultural contexts.
· Willingness to travel nationally and internationally as required.

	Skills and Abilities
	· Strong analytical and data management skills.
· Ability to design and implement M&E systems and tools.
· Excellent communication and stakeholder engagement across diverse cultural settings.
· Skilled in problem-solving and managing competing priorities.
· Ability to work in a team environment and remotely with team members in different cities.
· Ability to work with guidance to manage multiple tasks, agility to change task depending on team priorities, prioritise workload and meet deadlines.
· Ability to complete tasks with meticulous accuracy and attention to detail.
· Proficient in Microsoft Office and project management systems.
· Commitment to ethical, inclusive, and culturally responsive practice aligned with ASHM values.
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