
               CARE Nepal JOB DESCRIPTION  
 
Functional Title: Organizational approaches Specialist  

Responsibility level/Grade:  Specialist / F 

Work Station:    Kathmandu 

Incumbent's Name:    

Principal Evaluator Title: Coordinator – GESI and Governance 

 
JOB SUMMARY 

This position will support CARE Nepal in undertaking various non-negotiable vulnerability 
assessment including but not limited to UCPVA (Underlying causes of Poverty and Vulnerability 
Assessment), REFLECT and PEA (Political Economic Analysis). He/she will lead this process in 
coordination with the programme team to ensure organisational approaches in our program cycle 
with required social analysis. Under the supervision of GESI and Governance coordinator, he/she 
is required to include GESI as a central focus of all the assessment including PEA. He/she is 
required to influence SMT and the leadership team based on the knowledge garnered through 
assessment primarily for design and implementation of programme. He/she will also spearhead in 
implementing participatory approaches with thorough facilitation of different organisational 
approaches.  Along with this, he/she will guide the GED & Social Norms Officer to conduct GED 
training in CARE and at partners’ level.  
 
The employee shall fully comply CARE policies and procedures and should be accountable for it. 
 
KEY ROLES AND RESPONSIBILITIES 
 
R1. Assessment planning and implementation 

 Design and conduct efficient and productive assessment frameworks and tools including 
updating UCPVA and PEA in conjunction with CARE’s programme requirements.  

 Support in developing materials including Training Manuals to package CARE assessment 
tools and process. 

 Lead in conducting assessment in different location as required by the programme/target 
groups and during design process.   

 Coordinate with program leads to ensure technically robust and aligned assessment 
frameworks and tools to ensure quality assessment 

 Engage and facilitate social analysis process with use of different organizational tools and 
approaches to ensure required analysis from the lens of impact population that CARE works 
with 

 

R2. Data/Information Analysis and Reporting 

 Work to achieve agreed work priorities of the assessment in conjunction with programme and 
DMEL & KM team and partners.  

 Facilitate the analysis process with the use of gathered data to ensure required information in 
both design, implementation and reporting phases 

 Prepare assessment and analysis reports to support CARE primarily in design/planning of 
the new projects/programme. 

 Recommend programme team on what is working and what is not based on the findings of 
the assessment in co-relation with the regular data achieved from ongoing monitoring and 
evaluation process along with secondary information gathered through partners, networks 
and so.  

 

R4. Coordination 
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 Collaborate with the DMEL and KM team while drafting the assessment plans to ensure that 
the assessment checklist incorporates the required indicators/learning/gaps. Engage 
stakeholder in research design, conducting research, analysis and validating the findings. 

 Coordinate within the Program Approach and resource team along with program coordinators 
to design, plan, implement and report on different programmatic and organizational 
assessments required for different purposes.  

 Coordinate with external stakeholders, partners and network members in the process of 
different assessments and facilitate the process.  

 

R5. Database management 

 Oversee the monitoring of data, its quality, safety, integrity checks and study site inductions 

 Collect, analyze and interpret data and communicate findings to relevant project/program 
team members and stakeholders 

 Maintain confidentiality with all matters relating to the data management 
 
R7. Staff management and budget management 

 Assist in the selection of assessment team including those from the partners.  

 Coordinate with different program units to manage any assessment and related function to 
manage both staff and other resources for the purpose 

 Participate in the supervision and training of staff and partners, as required 

 Ensure that all administrative functions (timesheets, staff performance review) is conducted 
timely 

 Ensure performance management (APAA) of direct reports; and facilitate their capacity  
 

R8. Upholding CARE’s Core values and ensuring its principles 

 Link and demonstrate CARE Nepal’s core values, programming principles, strategic 
objectives, gender equality and social inclusion in behaviors and programming.   

 Comply with and exercise organizational values and culture 

 Help to promote rights and good governance 

 Responsible for gender responsive behavior in all actions and decisions 
 
SPENDING AUTHORITY:  

None 
 
WORKING ARRANGEMENTS 

The position will be based in Kathmandu with frequent field visits.   

 

PERSON SPECIFICATIONS REQUIREMENTS: 

Required qualifications and experience: 

 Master’s degree with strong social research skills and a minimum of 3 years’ experience. A 
degree in social or behavioral sciences is desired. 

 Experience in writing research papers and data analysis; research coordination; stakeholder 
engagement of any sector and research communication, staff and team supervision, 
database management. 

 Gender related research studies required 

 Demonstrated capacity to conduct high quality independent research/assessment. 

 Excellent written and verbal communication skills in both English and Nepali, with particular 
emphasis on oral communication with participants, with high level academic writing skills.  

 Proven ability to be both self-directed and work in a multidisciplinary team. 
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 Excellent interpersonal, time management and organizational skills with a proven ability to 
deal with multiple tasks; establish priorities and meet deadlines. 

 Knowledge of health and safety responsibilities and commitment to attending relevant health 
and safety training. 

 
Other Competencies 

 Team building, coaching, delegating and communication skills 

 Planning, decision making and organizing skills 

 Conflict resolution, liaison and negotiation skills 

 Skilled and familiar with admin policy and procedures 
 
 
Approved by: ______________     Date: _____________ 
 
 
 
 
Agreed by: ________________      Date: _____________ 
 


