Philippine National Volunteer Service Coordinating Agency

NEDA Complex, EDSA, Quezon City

NOTICE OF VACANCY

Place of Assignment


:
PNVSCA, NEDA Complex, EDSA, Quezon City

Position Title



:
Senior Volunteer Service Officer (M & E)
Salary Grade/Salary


:
18 – Php28,305.00

I. Background:
The Philippine National Volunteer Service Coordinating Agency (PNVSCA) is the government agency mandated to promote volunteerism and coordinate the volunteer service program in the Philippines. One of the functions of PNVSCA under Republic Act 9418 is to coordinate, monitor and evaluate the national volunteer service program in  order that volunteer assistance may fit into the total national development goals.   The Senior Volunteer Service Officer will be the lead technical staff in implementing the monitoring and evaluation function of PNVSCA aimed at determining and documenting the contributions of volunteerism to national development.  

II. Duties and Responsibilities: 
1. Develop and update the PNVSCA M & E System; 

2. Identify and design monitoring and evaluation framework and instruments; 
3. Manage the system of data generation, processing and analysis of information gathered from volunteers, volunteer service organizations, local partner organizations, and other stakeholders; 

4. Prepare status reports on the national volunteer service program and other related reports as may be needed;

5. Undertake field visits to volunteers’ projects for purposes of regular review,  troubleshooting or other special  concerns; 
6. Manage special studies related to M & E; 

7. Participate in M & E activities and exercises undertaken by partner organizations; 

8. Coordinate with partners and stakeholders towards enhancing the volunteer program 
M & E system; 
9. Provide mentoring support to work colleagues; and 

10. Perform other related assignments as may be assigned. 

III. Qualifications:
1. Education and Training

· Bachelor’s degree in development management, economics, statistics, public administration, and related areas; 

· At least eight (8) hours of relevant training in M & E; and 

· Preferably with formal training in computer applications.  

2. Eligibility:
Career Service (Professional)

3. Experience

· At least (2) years experience as a responsible staff in social development projects and/or  technical development assistance;

· At least two (2) years experience in monitoring and evaluation of development programs and projects, either in government, NGO or international organization; and

· Preferably with personal volunteering experience or involvement with volunteering programs and projects. 

IV. Desired Competencies:

1.  Technical:

· Knowledge of M & E  approaches, tools, and methodologies;  

· Ability to undertake research and documenting research results;

· Capacity to lead and facilitate meetings and group discussions; 

· Excellent oral and written communication skills; 

· Proficiency in using relevant computer applications, especially those used in M & E work; and 

· Knowledge and understanding of development work and volunteerism. 

2. Behavioral:

· Initiative, creativity and willingness to accept tasks beyond the normal call of duty; 

· Ability to interact, coordinate, negotiate and work with people from diverse professional and cultural backgrounds;

· Ability to  work with teams and maintain effective team relations; and  

· Clear understanding of and belief in the ethics of public service. 

3. Management:

· Skills in leadership and  supervision of work teams;

· Ability to coach and mentor colleagues; and 

· Ability to respond to urgent assignments with flexibility and professionalism.  

Please address your application letter with comprehensive biodata to:

Mr. Joselito C. De Vera

Executive Director

PNVSCA

NEDA sa Quezon City, EDSA, Quezon City


For further inquiries, please contact Ms. Vida V. Nebreja at personnel@pnvsca.gov.ph    or call 434-71-39 
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