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Job Description 
 

This form enables us to accurately post your position on external sites. The information provided here will be featured in the job post. Please do not 
use acronyms or industry jargon. Be clear and concise in your answers to the open-ended questions. Incomplete forms will delay posting. Once this 
form is complete, email it to the HRSC at hrservicecenter@care.org. 

 
Note: All position grades are determined by the Compensation & Benefits Team in People &Culture (HR). Please DO NOT fill in the "Grade" box below.  

 

 
 

Position Information 
 

Position title: Date requested: 

Type of position: Grade (for HR use only): 

Division: Department: 

Country: Incumbent’s name (if applicable): 
 

Job Summary 
 

In 1000 characters or less, state the position’s overall purpose or objective, highlighting the general functions the position is responsible for and 
articulating what the position is expected to accomplish. This section will appear on external sites. 

mailto:hrservicecenter@care.org
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Responsibilities and Tasks 
 

Describe the major responsibilities, principal tasks, and end results the position is responsible for. Please include rationale as to why it is done 
and the impact it has on the team or organization. List the responsibilities in the order of importance and state the estimated percentage of time 
the employee should spend on each responsibility during a typical year. 

 

JOB RESPONSIBILITY 1 
 

 
 
 
 

% of time 
 
 
 
 
 
 
 
 
 
 
 
 
 

JOB RESPONSIBILITY 2 
 
 
 
 
 

% of time 
 

 
 
 
 
 
 
 
 
 
 
 
 

JOB RESPONSIBILITY 3 
 
 
 
 
 

% of time 
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JOB RESPONSIBILITY 4 
 
 
 
 
 

% of time 
 

 
 
 
 
 
 
 
 
 
 
 
 

OTHER RESPONSIBILITIES AS ASSIGNED                          % of time 
 
 

Qualifications (Know How) 
 

Indicate the minimum required level of education, experience, and skills necessary to qualify for the position and fulfill the organization’s 
expectations for job performance. Also include the education, experience, and skills desired for the position. 

 
Education/Training 
E.g. high school diploma; college degree (specify major/minor); specialty (ex. Accounting). Include the following phrase when possible: 
“or equivalent combination of education and work experience.” 

 
Required 

 

 
 
 
 
 
 
 
 
 
 
 
 

Desired 
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Experience/Technical Skills 

 
Number of months/ years of previous professional experience in a similar position. Examples: languages; planning; budgeting; word-processing, 
basic accounting; advanced written communications; presentations; fundraising; training/facilitation, etc. 

 
Required 

 
 
 
 
 
 
 
 
 
 
 
 

Desired 
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Problem Solving 
 

Click on each level (1, 2 or 3) below to indicate what level of problem-solving this position will face. 

Select Level: 

 

 
 
 
 
 

Why does the position fall into this category? 
 
 
 
 
 
 
 
 
 
 
 
 

 
Competencies 
 
CARE has 5 Core Competencies that all staff are expected to demonstrate and 2 Leaders Competencies expected of those in management and 
leadership positions.  
 
Competency proficiency levels define the degree to which a person in a given job is required to demonstrate the competency through observable 
behavior. 
 
The chart below provides guidance when assigning proficiency levels to jobs. This guidance should be used as a starting point. Click HERE for 
guidance on CARE’s Job Classification System 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://careinternational.sharepoint.com/sites/USA-PeopleandCulture/SitePages/CARE's-Competency-Framework.aspx
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A. Core Competencies 

 
Please indicate at what proficiency level you expect this role to demonstrate each Core Competency. This may be used in performance conversations 
and as a guide for staff development. You can find detailed descriptions of each Competency and Proficiency Levels here. 
 
 RELATIONSHIP BUILDING  

Develops internal and external trusting & professional relationships. Purposefully develops networks to build value through collaboration. 
 

 INCLUSION  
Contributes to an environment where all employees feel a sense of belonging, valued for their differences, and empowered to participate and 
contribute freely. 
 

 DYNAMIC LEARNING MINDSET  
Continuously seeks opportunities to learn, questions past approaches in the current environment, owns growth and learns from failure. 
 

 DELIVERING RESULTS  
Invests time in planning to achieve goals while meeting quality standards & demonstrating commitment. 
 

 COMMUNICATION 
Effectively and appropriately interacts with others to build relationships, influence, and share ideas. Uses tact, diplomacy & cross-cultural 
sensitivity to navigate difficult situations. 

 

B. Leadership Competencies 
 

If this role is expected to manage direct reports, please indicate at what proficiency level you expect this role to demonstrate each Leadership 
Competency. This may be used in performance conversations and as a guide for staff development. You can find detailed descriptions of each 
Competency and Proficiency Levels here. 
 
 Strategic Leadership & Execution  

Applies vision to think beyond the immediate situation. Invests time in planning, discovery, and reflection. Ensures business goals are met by 
executing, monitoring, & adjusting. 
 

 PEOPLE LEADERSHIP  
Inspires, motivates, & empowers people to achieve organizational goals. Coaches, mentors, and manages employee experience, and employee 
performance. Creates space for others to lead. 

 
 

C. Functional Competencies 
 

Choose the top 3 Functional Competencies from CARE’s Competency Library that this role must demonstrate to create the desired impact. There 
are many competencies that will fit the role, however, please think about the most essential skills needed for this employee to succeed in their 
role.  
This may be used in performance conversations and as a guide for staff development. You can find various job-specific Functional Competency 
Libraries here. If you are unable to find a specific Competency that you consider essential, please contact your HR Business Partner.  
 

  

  

  

  

 

https://careinternational.sharepoint.com/sites/USA-PeopleandCulture/SitePages/CARE's-Competency-Framework.aspx
https://careinternational.sharepoint.com/sites/USA-PeopleandCulture/SitePages/CARE's-Competency-Framework.aspx
https://careinternational.sharepoint.com/sites/USA-PeopleandCulture/SitePages/CARE's-Competency-Framework.aspx
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Organization 
 

 
Next level supervisor 

 
 
 
 
 

 
Immediate supervisor 

 
 
 
 
 
 
 

 
Peer Peer This position Peer Peer 

 

 
 
 
 
 
 
 
 

Peer Peer Direct Report Peer Peer 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 

 
 
 
 
 


	Position title: Analista MEAL y Análisis de Datos
	Date requested: 
	Type of position:  MEAL
	Division:  MEAL
	Department:  Calidad Técnica Programática
	Country: ECUADOR
	Incumbents name if applicable: OFICIAL DE MEAL
	Next level supervisorRow1: Gerente de Programas 
	Immediate supervisor: Especialista en MEAL, Análisis de datos y rendición de cuentas 
	Peer: 
	Peer_2: 
	This position: Oficial de MEAL
	Peer_3: 
	Peer_4: 
	Peer1B: 
	Peer2B: 
	Direct Report: 
	Peer3B: 
	Peer4B: 
	Text1: Competencies
	Text2: Gestión de proyectos
	Text3: Capacidad de trabajar con conjuntos de datos grandes y complejos
	Text4: Manejo y evaluación de fuentes de verificación
	FC2: [4 – Transformational]
	FC3: [3 – Inspirational]
	FC4: [3 – Inspirational]
	CC1: [2 – Capable]
	CC2: [4 – Transformational]
	CC3: [2 – Capable]
	CC4: [3 – Inspirational]
	CC5: [ ]
	LC1: [3 – Inspirational]
	LC2: [4 – Transformational]
	Dropdown9: [ ]
	Text10: El/la Analista de Monitoreo, Evaluación, Aprendizaje y Rendición de Cuentas (MEAL), tiene como responsabilidad principal liderar los procesos de evaluación, monitoreo, análisis e interpretación de datos de los proyectos de CARE Ecuador
	JR1: Gestión de la información de proyectos
	JR1B: 1. Coordinar con los/las técnicos del proyecto de CARE y puntos focales de MEAL de socios implementadores para la recopilación, limpieza y consolidación mensual de bases de datos (automatizadas y manuales) para los proyectos de asistencia humanitaria y proyectos de desarrollo.  

2. Apoyar en la elaboración de planes, herramientas de monitoreo y evaluación para los proyectos de asistencia humanitaria y proyectos de desarrollo. 

3. Apoyar en la revisión y seguimiento a evaluaciones (intermedias o finales) externas o internas, para los proyectos de asistencia humanitaria y proyectos de desarrollo. 

4. Manejar el sistema de registro automatizado de CARE para la validación de información cuantitativa de los proyectos de asistencia humanitaria y de desarrollo.

5. Asegurar que existan sistemas adecuados de seguimiento y evaluación para demostrar el impacto en relación a los resultados del proyecto.

6. Crear herramientas que permitan sistematizar el aprendizaje de las lecciones y posibles modelos que componen los programas.

7. Apoyo fortalecimiento al equipo programático para asegurar aprendizajes, innovación y escalamiento del proyecto, de acuerdo con los estándares y principios programáticos de CARE.
	JR1C: 60
	JR3: 
	JR3C: 
	JR3B: 






	JR2B: 1. Proveer información cualitativa previamente analizada a los proyectos para la elaboración de informes a donantes.
2. Apoyar en la gestión de la recopilación y organización de medios de verificación. 
3. Recopilar y consolidar los cuadros de reporte de beneficiarios para remitir a CARE Internacional (PIIRS) y otras entidades externas (GTRM - Activity Info), en apoyo a la coordinación de MEAL. 
4. Apoyar en las creación y el seguimiento de las herramientas cuantitativas como encuestas de satisfacción, PDM, entre otras. 
5. Apoyar de manera técnica en la supervisión y reportes de mecanismos de retroalimentación (FAM) de CARE Ecuador. 
6. Apoyar en la creación de encuestas en el sistema Kobo y elaboración de reportes gráficos de encuestas de satisfacción. 
7. Depurar las bases de datos, manteniendo la calidad en la hoja de cálculo eliminando 
duplicidades, errores o dando interpretación a datos atípicos.
	JR2: Análisis y reporte de información proyectos
	JR2C: 40
	JR4B: 
	JR4: 
	JR4C: 
	JR5C: 5
	RSkills: Título de tercer nivel universitario en carreras como: Estadística, Matemáticas, Ciencias Sociales, o carreras afines. ( Mínimo).

Título de cuarto nivel en carreras como: Estadística,Gestión de proyectos, Gestión de datos o afines. (Preferible).






	DSkills: Deseable maestría o alguna especialidad de postgrado, en gestión de proyectos, sistemas de información, reportería, investigación social, manejo de estadísticas, manejo de marco lógico.


	RSkills_Tech: Experiencia de mínimo 3 años en posiciones similares en organizaciones humanitarias, trabajando en gestión de reportes, manejo de bases de datos, análisis e interpretación de datos.

Conocimiento de enfoques de derechos, interculturalidad, movilidad y migración, asistencia humanitaria y género.


	DSkills_Tech: 
	Text15: El o la profesional deberá proyectar y analizar los datos de implementación de proyecto, para la rendición de cuentas y elaboración de informes trimestrales, los que deberá cotejar con información de los socios para rendición de cuentas del proyecto Esperanza
	1: 
	2: 
	3: 
	Button1: 
	Button2: 
	Button3: 
	Text7: Proficiency Level


