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JOB DESCRIPTION

Intern
Updated May 2018
Job Title: 
Results-Based Monitoring (RBM) Intern
Reporting to: 
National Development Program (NDP) Manager
Location: 
Phnom Penh with travel to province, if required
Duration:
At least one year and it is full time position
Job’s Purpose: With guidance, the Results-Based Monitoring (RBM) intern will effectively assist tasks in regarding to data collection for result-based monitoring of the NGO Forum on Cambodia for producing the timely outcome-oriented report.
Main Responsibilities

1. Assist in collecting the quality of data/statistics based on monitoring framework according to 3 years action plan, 6 years strategic plan, and logical framework and consulting with programs team.

2. Upload and maintain data and narrative report on the shared drive of Results-Based Monitoring.
3. Assist collecting data against agreed indicators of NGOF’s log-frame.
4. Assist to follow up staff on management deadline for timely report. 

5. Takes minute/produce monthly report

6. Assist in program’s administrative tasks 

7. Other tasks as required

Qualification Requirements

· The Candidate shall be a bachelor holder or fresh graduate in major of project management, social science, development study, or other related fields.

· Computer literacy (familiar with the use of Ms-Office, Khmer Unicode, and Internet) 

· Good in English (Ability to understand, communicate, and translate)

· Analysis, Conflict solving, team building skill

· Commitments to work upon request from other colleagues

· Good attitude with credibility 

· Able to work under pressure and time limitation

· Willingness to learn and develop 

Expected Learning Benefits

· Working knowledge in planning, monitoring, and evaluation and impact oriented
· Understand of network coordination, policy engagement of Non-Governmental Organization

· Certification of Intern Service will be provided by the NGO Forum. 

· Transportation allowance USD 100 per month and NSSF insurance.

Acknowledgement:
Date Assigned to this Position:___________________ Date of Next Appraisal: __________________

Measures of performance: Tasks as described in the job description above in conjunction with the Program’s current Action Plan.

Signature: _________________________ Name ______________________ Date________________


             (Intern)

Signature: _________________________ Name ______________________ Date________________


             (Supervisor)

Signature: _________________________ Name ______________________ Date________________


             (HRA Manager)

Signature: _________________________ Name ______________________ Date________________



(Next Line Supervisor)
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