
 

Job Description 

IMPACT Program Development and M&E Officer for Ukraine 

(Reference: 22/UKR/PDO) 

Background on IMPACT Initiatives 

IMPACT Initiatives is a humanitarian NGO, based in Geneva, Switzerland. The organization manages 

several initiatives, which includes i) the REACH Initiative aimed at facilitating the development of 

information products that enhance the humanitarian community’s decision making and planning capacity for 

emergency, reconstruction and development contexts, ii) the PANDA Initiative aimed at directly supporting 

key aid actors in improving the effectiveness, efficiency, and efficacy of their programmes, and iii) the 

AGORA Initiative aimed at promoting localised and multi-sectoral aid action in support of the recovery and 

stabilisation of crisis-affected communities.  

The IMPACT team comprises specialists in data collection, management and analysis and GIS. IMPACT 

was launched at the initiative of ACTED and the two organizations have a strong complementarity 

formalized in a global partnership, enabling IMPACT to benefit from ACTED’s operational support on its 

fields of intervention. 

IMPACT in Ukraine 

Following the start of the conflict in Ukraine, beginning February 24th, 2022, military hostilities have caused 

widespread damage to infrastructure and houses, hundreds of civilian deaths, disrupted markets and 

essential services, and precipitated massive displacement in Ukraine and neighboring countries. IMPACT 

Initiative proposes to support the setup and scale-up of the assessment and analysis systems required to 

inform joint planning and monitoring by government and humanitarian actors in such a complex and rapidly 

evolving situation. 

Description 

IMPACT is looking for highly qualified individual for the following vacant position: 

Position: IMPACT Project Development and M&E Officer for Ukraine 

Contract duration: 6 months, with potential renewal  

Location: Ukraine (exact location to be determined) 

Starting date: ASAP 

Functions: 

Under the supervision of the IMPACT Regional Senior Project Development and M&E Officer (SPDO), and 

the Ukraine Country Coordinator, the IMPACT Project Development and M&E Officer (PDO) is responsible 

http://www.impact-initiatives.org/
http://www.acted.org/


 

for coordinating project development and leading on monitoring and evaluation for the Ukraine Response. 

The ideal candidate would be eager to work within a dynamic and motivated team and will have a clear 

focus on project development as a tool to improve the efficacy of the humanitarian response in Ukraine. 

Responsibilities 

1. FUNDRAISING AND EXTERNAL RELATIONS 

• Regularly conduct stakeholder analysis, who does what and where  
• Based on the IMPACT strategy, support in identifying funding for diversifying IMPACT’s donor 

portfolio by regularly tracking funding opportunities  
• Update the IMPACT Regional Funding Tracker on a regular basis which documents latest 

negotiations and proposal possibilities with donors 
• Maintain regular working relationships with donors and IMPACT partners 
• Keeping track that IMPACT is represented in key clusters, working groups, HCT and (I)NGO 

coordination bodies 

2. GRANT MANAGEMENT 

Proposal Development 

• Draft proposals based on input from research units and coordinate the proposal development 

process between IMPACT Moldova/Romania, ACTED, and IMPACT HQ 

• Liaise with the Senior Project Development Officer (SPDO), CC, Research Managers, Head of 
Operations and other relevant departments to ensure that proposals are relevant and technically 
sound, and with Finance for the budget and budget documents  

• Ensure that learning from previous projects (e.g., lessons learnt and best practices) is incorporated 
into new proposals 

• Address in a timely manner all comments by donors on proposals in liaison with relevant staff in 
country, IMPACT HQ GMU and Finance 

Project Implementation and Follow up 

• Draft and update Project cards for HQ Grant Department (HQGD) and Monthly Reporting Follow 
Ups (RFU)  

• Organize and lead on timely project kick-off meetings involving all project components and focal 
points  

• Oversee and track that all contractual obligations are met in terms of deliverables as well as 
narrative and financial reporting requirements, in close coordination with HQGD and (as relevant) 
with ACTED Project Development (PD) and finance departments 

• When any issue is identified in meeting deliverables in the given timeframe, inform relevant staff in 
country 

• Ensure ad hoc requests from donors are addressed in liaison with the SPDO, CC, Program and 
support teams 

• Focal point for keeping the filing system for grant management regularly updated.  



 

• Lead on grant management meetings with ACTED and IMPACT HQ 

 

Reporting 

• Coordinate and draft quality narrative and M&E reports, reflecting the progress and status of 
projects in a transparent, timely and professional manner, in liaison with IMPACT HQGD and 
finance 

• Liaise with Program teams when preparing reports, and with Finance to ensure greater coherence 
between financial and narrative reports by crosschecking the matching of data in the narrative and 
financial reports 

• Coordinate and lead on the monthly RFU and regularly communicate with IMPACT HQ GD on 
reporting updates 

• Where relevant, ensure regular coordination with ACTED’s Project Development, Finance and 
other FLAT departments at all stages of project development and implementation, including 
consultations for donor discussions, participation in project kick off and lessons learnt meetings, 
and drafting of donor reports or amendment requests 
 

Partnerships 

• Where relevant, review partner reporting regularly and flag any issues in a timely manner to SPDO 
and CC, Finance and partner focal points 

3. MONITORING AND EVALUATION 

• Oversee M&E implementation, maintenance and tracking for reporting purposes 
• In liaison with the SPDO, ensure that M&E findings are reflected and their recommendations are 

incorporated in future concept notes, proposals, donor reports and implementation plans 
• In liaison with SPDO, contribute to the review of IMPACT information products for relevance, user-

friendliness, effectiveness, timeliness and to ensure that they sufficiently inform the target audience 
• In liaison with SPDO, lead and work with research units to develop a strategy to improve research 

output utilization and impact 
• In liaison with SPDO, ensure the implementation of appropriate data collection and analysis 

instruments, methodologies (e.g., survey questionnaires, focus group discussions, key-informant 
interviews) and data/information dissemination/utilization plans 

• Develop analytical reports on research output utilization based on quantitative data from SendinBlue, 

Google Analytics, user surveys and qualitative data gathered through key informant interviews 

• Lead on the dissemination of effective mailing campaigns via Sendinblue to promote REACH 

information products to humanitarian response actors 

 

REQUIREMENTS 

❖ Excellent academic qualifications, including a Master’s degree in a relevant discipline (International 
Relations, Political Sciences, Social Research, Economics, Development Studies, or similar), 
required; 

❖ At least 1 year of relevant working experience 



 

❖ Familiarity with the humanitarian coordination system, and understanding of donor and 

governmental requirements, an asset; 

❖ Excellent communication and drafting skills for effective reporting; required 

❖ Experience with external engagement (donors, partners and other key stakeholders), an asset; 

❖ Excellent analytical skills required. Experience in assessments, M&E, field research, evaluations an 
asset; 

❖ Proven knowledge of the Microsoft Office Suite, to include Word, Excel, and PowerPoint, required; 

❖ Familiarity with Google Analytics and email marketing, an asset;  

❖ Coordination, organisational and planning skills required, including ability to manage large 
workloads, effectively meet deadlines, through an excellent ability to multi-task and prioritise in 
complex environment; 

❖ A self-starter with a proven ability to work independently; 

❖ Solution-oriented, flexible, and open-minded, including ability to operate in a cross-cultural 

environment required 

❖ Fluency in English required, competency in Ukrainian an asset; 

❖ Ability to operate in a complex and challenging security environment 

CONDITIONS 

❖ Salary defined by the IMPACT salary grid; educational level, expertise, hardship, security, and 

performance are considered for pay bonus 

❖ Additional monthly living allowance provided in country by IMPACT’s partner ACTED 

❖ Food and lodging provided at the organisation’s guesthouse/or housing allowance (depending on 

contract length and country of assignment) 

❖ Transportation costs covered, including additional return ticket + luggage allowance 

❖ Provision of medical, life, and repatriation insurance + retirement package 

 

 


