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About the Core Competency Series 
The Core Competency Series was developed by staff from The Technical and Operational 

Performance Support (TOPS) Program with significant contributions from the various task forces of 

the Food Security and Nutrition (FSN) Network.  

 

The series intends to provide hiring managers, program managers, and program staff with explanations 

of the basic skills and knowledge senior technical staff may possess to carry out their positions 

effectively. These core competencies may also be used to assess gaps in staff knowledge and prepare 

capacity-building plans through discussion and review of the core competency areas or through use of 

The TOPS Program Self-Assessment Toolkit for Effective Development Food Assistance Programming. 
Practitioners can insert the competencies listed for each technical area into a generic self-rating tool and adapt to 

their specific context. The toolkit can be found here: http://www.fsnnetwork.org/core-competency-series. 
 

This booklet (Version 4 of the combined booklet) contains core competency lists for the following 

technical areas and positions. Official job titles, functions, and requirements may vary based on 

organization and program. 

 Agriculture and natural resource management: Agricultural Program Manager 

 Commodity management: Commodity Manager 

 Commodity management: Warehouse Manager 

 Gender: Gender Staff 

 Knowledge Management: KM Advisor or Specialist 

 Monitoring and evaluation: M&E Manager 

 Monitoring and evaluation: M&E Officer 

 Nutrition and food technology: Nutrition Advisor or Specialist 

 Social and behavioral change: SBC Advisor or Specialist 

 

 

http://www.fsnnetwork.org/core-competency-series
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Agriculture and Natural 

Resource Management 
 

Agricultural Program Manager 

Agricultural Program Managers lead the overall design, strategy, and implementation of 
agriculture and natural resource management (ANRM) programs. Programs may focus on 
different technical interventions depending on location and context, but, overall, managers 
should possess appropriate knowledge, skills, and abilities on the following key drivers: 
agroecological resilience, market development, improved nutrition, gender equity, and social 
and behavioral change. 

The agricultural program manager’s core competency areas include: 

1. ANRM program design and development 
2. Technologies to enhance agroecological resilience 
3. Agriculture for improved nutrition 
4. Market development 
5. ANRM technical extension services 
6. ANRM financial services and insurance 
7. Measuring ANRM impact and using data 

1. ANRM Program Design and Development 

1.1 Understand and overcome barriers to change by conducting a formal barrier analysis, 
discovering key determinants of behavior, and developing plans to change behavior. 

1.2 Conduct market analysis to better understand complex market systems within emergency 
and development settings. 

1.3 Conduct a gender analysis of ANRM activities (e.g., ownership and management of assets, 
access to extension and inputs, value chain activities, agricultural labor and time expenditure) 
to inform gender strategies for ANRM programming. 

1.4 Conduct an environmental impact assessment to measure and mitigate the impact of 
interventions on the environment. 

1.5 Ensure more effective 
local supply systems. 

asset transfer (seeds, fertilizers, and tools) by using and developing 



 3 

 

The TOPS Program and FSN Network Core Competency Series: ANRM Agricultural Program Manager 

3. Agriculture for Improved Nutrition 

3.1 Understand key nutrition concepts; the main causes of malnutrition; impacts of dietary protein, iron, and 
vitamin A gaps; the impact of poor nutritional knowledge and health on agricultural production; and 
opportunities for streamlining nutrition education through multiple stakeholders. 

3.2 Implement agricultural strategies that can improve nutritional outcomes (e.g., diversified production, bio-
fortification, and nutrient-dense food value chains), ensuring they are linked to market-based opportunities. 

3.3 Understand post-harvest technologies, specifically how to reduce post-harvest and nutrient losses through 
improved handling and storage, including reducing mycotoxins. 

2. Technologies to Enhance Agroecological Resilience 

2.1 Know the key elements of resilient integrated seed systems, combining formal and informal, market and 
non-market channels for seed system solutions. 

2.2 Understand technologies for more efficient and sustainable soil and water management (including 
irrigation) and watershed management approaches. 

2.3 Know practices of conservation agriculture, i.e., techniques that can be applied by resource-poor farmers 
to sustainably increase food production without further depleting soil and water resources. 

2.4 Apply agroforestry techniques for increased diversity and productivity, while maintaining the natural 
resource base. 

2.5 Understand pastoralism and enclosed livestock techniques for limited land holdings, enhancing rangeland 
and grassland management, and practices such as zero-grazing and fodder production. 

2.6 Apply integrated pest management techniques for fruits, vegetables, and field crops. 

2.7 Know sustainable integrated aquaculture-agriculture farming systems to enhance income and nutrition 
options. 

2.8 Understand sustainable horticultural techniques for small,urban and micro gardening. 

2.9 Understand how to mitigate and adapt to climate change,  including techniques for increasing farmers’ and 
farming systems’ resilience to climatic change and approaches to improve the capacity of systems to sequester 
carbon. 

4. Market Development 

4.1 Know how to conduct market-based engagement with the poor and to use market-based approaches (e.g., 
Making Markets Work for the Poor) to understand market systems and implement market development 
programs. 

4.2 Identify the key drivers of value chain development, including nutrition-sensitive value chains, and 
opportunities for the poor to upgrade their positions within viable value chains. 

“4. Market Development” continued on the next page 
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5. ANRM Technical Extension Services 

5.1 Improve access to technical information by using different technology transfer methods, including training, 
visit extension, agricultural cascade education, embedded services, information and communications 
technology (including mobile), farmer field schools, and on-farm trials. Know proper training techniques for 
farmer groups and implement strategies to address gender equity. 

5.2 Identify the best combinations of extension or coverage approaches. 

5.3 Improve skills in group facilitation and persuasion (e.g., interacting with different groups, methodologies 
for adult education methods). 

4. Market Development  (continued) 

4.3 Identify the impact of the enabling environment on value chains and options for improving it, e.g., 
addressing trade barriers, governance, and advocacy. 

4.4 Engage more effectively with the public and private sectors to create opportunities for improved sector 
linkages, and identify how sector actors can be a force for sustainability. 

4.5 Identify tools that help farmers with limited literature and numeracy skills to understand basic accounting, 
profit analysis, business planning, and marketing skills. 

6. ANRM Financial Services and Insurance 

6.1 Understand best practices for informal microfinance, such as village savings and loan associations. 

6.2 Understand how to work with formal microfinance institutions and savings and credit cooperatives. 
Identify opportunities for enhancing agricultural microfinance through development of agricultural loan 
products. 

6.3 Understand how to embed finance within value chains (e.g., sales on credit and contract farming). 

6.4 Identify potential crop and livestock insurance options available to resource-poor farmers. 

7. Measuring ANRM Impact and Using Data 

7.1 Identify indicators and tools for measuring and monitoring ANRM results, such as income indicators, profit 
and loss statements, impact on nutrition and gender. 

7.2 Develop monitoring systems for operational research in ANRM. 

7.3 Interpret and effectively use information generated through the monitoring and evaluation system to 
adjust ANRM program strategies, including mitigation of negative impacts. 
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Commodity  

Management 

Commodity Manager 

A commodity manager leads commodity management (CM) strategies for country offices 
implementing food assistance interventions. Generally the commodity manager is based at the 
organization’s headquarters. The commodity manager oversees and manages commodity and 
warehouse officers, sometimes known as storekeepers. 

The commodity manager’s core competency areas include: 

1. Commodity management 
2. Logistics network design 
3. System set up (execution) 
4. Warehouse operations 
5. Transport management (if applicable) 
6. Distribution management (if applicable) 
7. Inventory management and control 
8. Staff management, capacity assessment, coaching, and mentoring 
9. Port operations (if applicable) 
10. Monetization (if applicable)  

1. Commodity Management 

1.1 Understand the basic concepts and purpose of CM. 

1.2 Understand the role of CM in food security and food assistance programs (e.g., general 
feeding, supplementary feeding, Food for Work/Assets, school feeding, maternal and child 
health and nutrition, local and regional purchase, others such as vouchers). 

1.3 Understand the need for operational relationships (coordination) with other functions 
within and outside the organization (like consortium partners). 

1.4 Know applicable regulations pertaining to the award specifically related to CM (22 C.F.R. 
211)1, reporting, and other topics, as applicable. 

1.5 Review and contribute to the update/edit/customization of relevant (or pertinent) CM 
manuals or guides. 

1.6 Understand donor compliance and its implications. 

1.7 Understand the need for timely or regular review of CM. 

“1. Commodity Management” continued on next page 
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2. Logistics Network Design 

2.1 Know the different components of logistics network planning. 

2.2 Identify supply and demand points. 

2.3 Identify operational challenges and strategize ways to address them. 

2.4 Select and set up warehouse and transport operations that meet all criteria. 

3. System Set Up (Execution) 

3.1 Identify requirements for staffing and for systems and processes for efficient CM. 

3.2 Set up appropriate systems and processes to meet requirements, including distribution, post distribution 
monitoring, and software applications. 

3.3 Train staff on systems and processes to enable them to maintain the systems. 

3.4 Design and implement a monitoring system and troubleshoot to fix system malfunctions when necessary. 

3.5 Oversee staff, processes, and systems to ensure coordinated management of commodities. 

3.6 Establish a system to submit accurate and timely reporting to the donor and headquarters. 

3.7 Prepare and analyze the commodity pipeline, monitor the burn rate, and forecast commodity 
requirements. 

3.8 Manage and dispose of (and/or sell) empty bags, containers, and unfit/damaged commodities. 

3.9 Establish safety and security procedures for the warehouse and staff. 

3.10 Establish a performance monitoring system for service providers, such as the security company, the 
transporter, the labor contractor, the clearing and forwarding agent, a surveyor. 

1. Commodity Management (continued) 

1.8 Be familiar with the Sphere Humanitarian Charter and Minimum Standards2, the NGO Code of Conduct3, 
Do No Harm4, and beneficiary protection issues. 

1.9 Understand contractual obligations, e.g., for review and negotiating contracts with transporters, surveyors, 
clearing and forwarding agents, warehousing contracts. 

1.10 Understand donor financial regulations, including allowable and disallowable costs. 

1.11 Demonstrate the capacity to work effectively with all stakeholders, including auditors from donors and 
headquarters. 
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5. Transport Management (if applicable) 

5.1 Determine and periodically assess transport needs for delivery of commodities to the secondary 
warehouses and distribution points, including modes of transport and identification of primary and secondary 
transporter, where applicable. 

5.2 Identify constraints and determine routing for delivery of commodities while obtaining optimal use of 
resources. 

5.3 Develop and introduce controls to minimize/mitigate transit and other handling losses. 

5.4 Develop and introduce systems to manage reverse logistics of undistributed food for efficient commodity 
accounting and management. 

5.5 Monitor and analyze the performance of transport providers. 

6. Distribution Management (if applicable) 

6.1 Identify, verify, and register recipient beneficiaries. 

6.2 Establish a beneficiary tracking mechanism. 

6.3 Establish criteria for selection of final distribution points and set up memorandum of understanding. 

6.4 Set up the distribution process, including forming the distribution committee, on-site/end-use monitoring 
and reporting. 

6.5 Set up a community feedback/complaint mechanism. 

6.6 Ensure the security of commodities at distribution points, both for storage and during distribution. 

4. Warehouse Operations 

4.1 Determine requirements, identify, and set up warehouses, including handling, storage, and safety 
equipment. 

4.2 Draw up the warehouse layout and establish procedures for smooth receipt, storage, and dispatch of 
commodities. 

4.3 Establish warehouse control systems to avoid commodity pilferage. 

4.4 Hire and train staff to manage warehouse operations. 

4.5 Introduce record keeping, commodity accounting, and reporting systems. 

4.6 Practice integrated pest management, including preventive and corrective measures. 

4.7 Monitor food quality. 

4.8 Adhere to warehousing best practices, including good housekeeping, ventilation, use of pallets, proper 
stacking, fumigation, and rodent control. 
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8. Staff Management, Capacity Assessment, Coaching, and Mentoring 

8.1 Set performance standards for CM and logistics staff. 

8.2 Establish performance monitoring and measurement systems. 

8.3 Determine capacity gaps and design appropriate capacity-building programs. 

8.4 Provide timely feedback, advice, and support and motivate staff to improve performance. 

8.5 Incorporate gender considerations in all aspects of CM. 

8.6 Conduct regular warehouse inspections and follow up on recommendations/findings. 

8.7 Coach/mentor staff on CM in emergencies. 

8.8 Arrange warehouse safety drills and conduct a warehouse safety compliance inspection on a regular basis. 

7. Inventory Management and Control 

7.1 Know the Generally Accepted Commodity Accountability Principles (GACAP). 

7.2 Know USAID and USDA requirements on proposal submission, commodity accounting and reporting like 
Annual Estimate of Requirements, ordering commodities, Commodity Status Report, Recipient Status Report, 
Damaged and Misused Commodity Report, Loss Status Report, and information systems (e.g., QWICR, 
WBSCM). 

7.3 Monitor stock movement and analyze, verify, and reconcile stock records. 

7.4 Review loss handling and documentation and institute systems to mitigate losses, including disposal of 
unfit commodities. 

7.5 Initiate and follow up on marine loss settlement through surveyor discharge reports in coordination with 
headquarters and U.S.-based Freight Forwarders. 

7.6 Introduce appropriate control mechanisms for management of commodity inventory. 

7.7 Organize and retain commodity records according to donor guidelines and organization policies. 

9. Port Operations (if applicable) 

9.1 Understand import procedures and regulations governing humanitarian aid relief/assistance commodities. 

9.2 Know port operations and procedures, especially related to handling food commodities and security 
measures. 

9.3 Know required documentation for duty free import of food for distribution. 

9.4 Work effectively and collaboratively with shipping agents, stevedores, port authorities, clearing and 
forwarding agents, surveyors, and customs. 

9.5 Visit the port as required and when necessary. 
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10. Monetization (if applicable) 

10.1 Understand the context and implications of a Bellmon determination by the mission director. Interpret 
and use market survey reports for monetizing commodities. 

10.2 Use market data and continually monitor local market activity to analyze production and importation 
levels of monetization activities and to forecast potential and probable sales and price information. 

10.3 Supervise monetization of commodity importation, warehousing, inventory accounting, transport, and 
dispatch of monetized commodities. 

10.4 Conduct commodity tender sales; negotiate with buyers; prepare contract documentation; secure bank 
guarantees; oversee and manage sales; be capable of calculating, monitoring, and reporting on actual cost 
recovery results and on the payment process of monetization commodities; and reconcile/manage 
monetization proceeds. 

10.5 Supervise compliance of the sales agreements. 

10.6 Be familiar with the Monetization Field Manual and the concept of Usual Marketing Requirements. 

10.7 Understand financial concepts such as letters of credits and bank guarantees and their advantages/
disadvantages/liabilities. 

Endnotes 

1 22 CFR 211, also known as Title 22 Part 211–Transfer of Food Commodities for Food Use in Disaster Relief, 
Economic Development and Other Assistance, can be found at  
http://www.gpo.gov/fdsys/pkg/CFR-2011-title22-vol1/pdf/CFR-2011-title22-vol1-part211.pdf.  

2 The Sphere Handbook: Humanitarian Charter and Minimum Standards in Humanitarian Response can be 
found at http://www.sphereproject.org/handbook/.  

3 The NGO Code of Conduct can be found at http://ngocodeofconduct.org/.  

4 The Do No Harm principle is discussed in the United Nations Civil Affairs Handbook, “Chapter 5: Guiding 
principles for civil affairs work,” which can be found at http://www.un.org/en/peacekeeping/documents/
civilhandbook/Chapter5.pdf.  

5 The Monetization Field Manual for Office of Food for Peace Title II Programs is available at  
http://www.usaid.gov/documents/1866/monetization-field-manual-usaid-office-food-peace-title-ii-programs.  

6 The concept of Usual Marketing Requirements is discussed in 7 CFR 1499.6, which is available for reference at  
http://www.gpo.gov/fdsys/granule/CFR-2009-title7-vol10/CFR-2009-title7-vol10-sec1499-6.  

http://www.gpo.gov/fdsys/pkg/CFR-2011-title22-vol1/pdf/CFR-2011-title22-vol1-part211.pdf
http://www.sphereproject.org/handbook/
http://ngocodeofconduct.org/
http://www.un.org/en/peacekeeping/documents/civilhandbook/Chapter5.pdf
http://www.un.org/en/peacekeeping/documents/civilhandbook/Chapter5.pdf
http://www.usaid.gov/documents/1866/monetization-field-manual-usaid-office-food-peace-title-ii-programs
http://www.gpo.gov/fdsys/granule/CFR-2009-title7-vol10/CFR-2009-title7-vol10-sec1499-6
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Commodity  

Management 

Warehouse Manager 

A warehouse manager ensures smooth operation of the warehouse and is responsible for the 
overall management and accountability of receipts, storage, dispatches, returns, 
documentation, accounting, and reporting of food commodities in the warehouse(s) in 
accordance with the donor’s guidelines and the implementing organization’s practices and 
standards. The warehouse manager should closely identify and monitor training needs and 
conduct on-the-job training on efficient management of warehouses and on commodities for 
staff under his/her supervision.  

The warehouse manager’s core competency areas include: 
1. Planning and accountability 
2. Warehouse management 
3. Documentation and reporting 
4. Inventory and control 
5. Supervision and administration 

1. Planning and Accountability 

1.1 Assess and plan for storage facilities (primary, secondary, and final distribution point levels 
warehouse) to ensure compliance with donor and programs/organization’s requirements 
before those are selected. Assessment includes, but is not limited to, warehouse security, 
cleanliness, and related issues, such as suitability, that may affect care and quality of the 
commodities stored there. 

1.2 Secure basic warehouse equipment, supplies, and records prior to food arrival (e.g., 
pallets, fire extinguishers, first aid kit, weighing scale, reconstitution materials, stock ledgers, 
stack cards). 

1.3 Coordinate with all stakeholders to ensure timely dispatch of commodities according to the 
distribution plans. 

1.4 Know required record keeping for all commodity transactions. 

2. Warehouse Management 

2.1 Know warehouse procedures, including stacking, receiving, dispatching, record keeping, 
and labor handling. 

2.2 Understand the benefits of the layout plans for storing different types of commodities, 
which account for the shelf-life/ best-if-used-by date (BUBD) and consumption rate of each 
commodity, as well as access to the loading docks. 

“2. Warehouse Management” is continued on the next page 
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2. Warehouse Management (continued) 

2.3 Maintain the highest measures of cleanliness of the warehouse and commodities through scheduled plans. 

2.4 Know the processes involved in commodity receipt, storage, and dispatch and in ensuring optimal space 
utilization at the warehouse, first in first out (FIFO), and need for reconstituted stock to be dispatched on 
priority. 

2.5 Understand the need to regularly monitor stock quality and to segregate damaged commodities, 
reconstitute, document, and report. 

2.6 Practice integrated pest management and preventive and corrective procedures, including spraying and 
fumigation requirements according to donor regulations. Be familiar with Pesticide Evaluation Report and 
Safer Use Action Plan (PERSUAP) procedures. 

3. Documentation and Reporting 

3.1 Be familiar with the need to document the type, quantity, and condition of commodities received at the 
warehouse and final distribution points; to ensure that the receiving personnel append their signatures on the 
waybills accompanying the commodities; and to report back to the commodity manager and commodity 
tracking system officer. 

3.2 Prepare and submit weekly and monthly commodity reports summarizing all transactions, situations, and 
constraints faced during the reporting period for management actions. 

3.3 Formulate report submission schedules for the warehouse officer and ensure that it is followed. Verify the 
accuracy of all warehouse reports before submission. 

3.4 Establish a commodity dispatching mechanism, such as ensuring approved commodity release notes have 
been received before dispatching commodities from the warehouse. 

3.5 Be well versed in the preparation and documentation of claims against liable persons responsible for 
commodity loss or damage between warehouses and the final distribution points as per the donor guidelines 
and criteria. Submit reports to the commodity manager and program team to forward to leadership and the 
donor. 

4. Inventory and Control 

4.1 Be well conversant in the Generally Accepted Commodity Accountability Principles (GACAP). 

4.2 Prepare loss or damage reports to be submitted to the appropriate authorities for follow-up action. 

4.3 Ensure that commodity records are neat, up to date, and readily available at any time they are needed for 
review by the commodity manager, commodity tracking system, or key program staff. 

4.4 Understand the need for the warehouse premises to be secure and for an access control mechanism, such 
as keeping custody of one set of warehouse keys and introducing the warehouse open and close register or 
visitor register to minimize chances of fraud and/or theft. 

4.5 Carry out periodic physical inventories and review of warehouse records. Conduct warehouse spot checks 
on off-hours/weekends/holidays to ensure that there are no discrepancies between physical stocks and book 
balance (stack card/ledger balance). 
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5. Supervision and Administration 

5.1 Supervise all warehouse staff and the safety of the food commodities in the assigned area of jurisdiction. 

5.2 Identify training needs and implement those to the extent permitted by the budget. 

5.3 Set performance standards for the staff working in the warehouse. 

5.4 Ensure overall commodity safety in the warehouse (e.g., checking for roof leaks, drainage, compound 
fence, fire-fighting and other pertinent equipment, gates, padlocks, lighting). 

5.5 Coordinate transport requirements with the logistics department in advance for trucks required for loading 
and dispatching of commodities to the planned final distribution points. 

5.6 Check all commodities at the warehouse to determine need for fumigation and/or spraying. This includes 
checking for the presence of birds, rodents, and other pests in the warehouse and taking appropriate action. 

5.7 Coordinate with the transport company, fumigation company, nongovernmental organization, and other 
service providers. 

5.8 Establish safety and security procedures for warehouse and staff. Lead or participate in the Warehouse 
Safety Committee. Relay changes in safety standards to warehouse staff and ensure training is accomplished 
to meet those standards. 
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Gender Staff* 

1. Gender Concepts  

1.1 Demonstrated understanding of gender equality and equity, gender integration, engaging key 
influencers as agents of change, and women’s empowerment.  

1.2 Familiarity with key USAID policy documents including the 2012 Gender Equality and Female 
Empowerment Policy, ADS 205, and Food For Peace’s 2016-2025 Food Assistance and Food 
Security Strategy.  

1.3 Understanding of the following within the program context:  

1.3.1 Laws, policies, regulations, and institutional practices (for example, abuse, 
discrimination, land rights). 

1.3.2 Cultural norms and beliefs 

1.3.3 Distribution of gender roles, responsibilities, and time use 

1.3.4 Access to and control over assets and resources for women and men 

1.3.5 Patterns of power and decision-making 

1.4 Demonstrated knowledge of gender integration in the key programmatic areas of food 
assistance programming which may include nutrition, health, WASH, markets, value chains, 
financial systems, natural resource and environmental risk management, on and off-farm 
livelihoods, and social protection.  

1.5 Demonstrated knowledge of gender integration strategies when working with individuals, 
households, groups, and local government. 

 

 
Gender lead staff in a development food security program can be known as advisors, 
specialists, managers or by other titles. They are typically located in the country where 
programs are implemented and provide guidance to other technical leads and senior 
management on designing and/or modifying activities for gender integration. They also assist 
in monitoring activities and results, paying particular attention to unintended negative impacts 
on different social groups (men, women, children, etc). Gender leads take into account 
contextually relevant considerations such as socioeconomic conditions, religion/faith/
spirituality, language, and the physical, environmental, political, and cultural environments. 

The gender staff core competency areas include: 

1. Gender concepts 

2. Gender Analysis, Thematic Studies, Formative Research 

3. Gender Training 

4. Implementation of Gender Strategies and Activities 

5. Monitoring, Evaluation, and Reporting  

*This is a working document to be reviewed and updated as needed. Contributors to the August 2017 edition in-
clude Tiruset Haile, Flor Idalia Muñoz López, Libertad Teresita Rodriguez López, Aissatou Abdoulaye, Carolyne Kam-
ba, Vero Ramananjohany, Alinane Kamlongera, Wubit Shiferaw Managdie, Dudu Sikosana, Caroline Agalheir, Mari-
ama Maizama and CRS Niger, and Anaïs Vibranovski.  
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2. Gender Analysis, Thematic Studies, Formative Research 

2.1 Serve as the key point of contact for the research team conducting the formal gender analysis to inform program 
design. The gender lead should be involved in  the following activities, but their level of engagement may vary from 
project to project: 

2.1.1 Develop the Scope of Work for the gender analysis activities, including key gender research questions 
and stakeholder involvement. 

2.1.2 Knowledge of and ability to provide relevant secondary data to the research team. 

2.1.3 Contribute to the development of qualitative and quantitative data collection tools.  

2.1.4 Support or assist with data collection activities, such as conducting interviews, facilitating focus group 
discussions, or conducting surveys. 

2.1.5 Contribute to the development of data organization and analysis tools that will allow gender 
inequalities to be identified (e.g., sex-disaggregated qualitative matrices). 

2.1.6 Provide assistance with the interpretation of data.  

2.1.7 Review and provide feedback on draft copies of the gender analysis. 

2.1.8 In coordination with the M&E/MEAL teams and senior management of the program, incorporate 
gender findings in the project theory of change.  

2.1.9 Determine when additional gender research and analysis is needed as gaps are identified.  

3. Gender Training 

3.1 Design and deliver context-specific trainings on gender topics relevant to programmatic components. 

3.2 Work with sector-specific technical staff and other stakeholders to develop formal trainings and informal 
sessions with a gender lens utilizing new or existing resources.  

3.3 Identify and adapt to the local context existing gender resources and tools to support gender integration within 
the program and activities, collaborating with technical sector staff. 

3.4 Train staff on the delivery of gender-specific topics with particular emphasis on addressing sensitive issues (i.e., 
gender-based violence, child marriage), mitigating for unintended negative impacts resulting from the trainings, 
promoting actions adjusted to the context of the program and the area where the program will be implemented. 

3.5 Identify and train a cadre of staff to serve as trainers. This could include other gender staff or specialists/
managers within the program interested in becoming a trainer on gender integration. 

4. Implementation of Gender Strategies and Activities 

4.1 Advise on and revise proposed strategies and activities as needed and when required (program start-up, after 
the gender analysis), including budget implications. 

4.2 Actively engage in developing an action plan to incorporate recommendations from the gender analysis. 

4.3 Based on formal and informal feedback, update strategies to address key gender targets as needed. 

4.4 Coordinate with key program staff, including managers and technical specialists, to ensure the implementation 
of gender strategies and gender integration into program activities. 

4.5 Foster internal and external relationships for coordination and collaboration. This includes, but is not limited to, 
program partners and organizations doing similar work, including governmental entities. 
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5. Monitoring, Evaluation, and Reporting 

5.1 Actively support the design of M&E data collection tools that are able to inform gender indicators and monitor 
negative impacts. 

5.2 Coordinate with the M&E/MEAL team to ensure findings from the gender analysis guide annual and routine data 
collection.  

5.3 Interpret results and present findings, recommendations, lessons learned and best practices to colleagues to 
further learning through communities of practice, online communities, webinars, conference presentations, training 
sessions and other knowledge sharing mechanisms. 

5.4 During annual review of program theory of change, apply the gender findings and modify as needed.  

5.5 Use findings to make recommendations on how project can modify activities or mitigate negative impacts. 

5.6 Provide input for reports to the donor as requested which may include providing case studies or examples of 
program successes or challenges related to gender integration. 

Notes on Program Implementation 

Gender is often presented as a cross-cutting issue within development food assistance programs. Senior 
management should be held responsible for ensuring the following occurs prior to and during the 
implementation of a program with a focus on sustainability.  Senior management should also facilitate 
conditions for women and men to complete their work in an equitable environment. 

 Staff are held accountable for their role in promoting gender equitable opportunities and identifying 
and reporting potentially harmful strategies and activities. This accountability should be outlined in job 
descriptions and measured in annual performance evaluations. Buy-in from staff on the benefit of 
acknowledging and reacting to gender-specific needs is key to achieving this shared accountability. 

 Sex-ratios of personnel should be determined by the need to reach beneficiaries of different sexes 
where the sex of the extensionist, volunteer, or field staff person may be crucial to achieving project 
outcomes (e.g., Health/Nutrition behavioral change communication among men, or providing goods, 
services, or training to women in many Muslim cultures).  

– Consider the importance of soft skills such as communication and relationship-building that will 
open the pool of candidates to more women as well as benefit many positions, especially those that 
are field-based. 

– Understand that ratios may be unequal due to the availability of qualified people. Because of 
differing levels of access and different methods of learning about opportunities or sharing 
information, ensure that positions are posted where both males and females will access them. 
Program leadership is also strongly encouraged to mentor and offer capacity strengthening 
opportunities to those individuals who express interest in pursuing a position usually held by a 
member of the opposite sex. 

 Understand a potential partner organization’s gender policies and be sure to explain expectations for 
gender in programming and at an organizational level. Expectations for staff qualifications, training, and 
monitoring and evaluation of gender should be discussed prior to agreeing to partner and expressed in 
formal commitments. 

The TOPS Program and FSN Network Core Competency Series: Gender Staff 
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Knowledge  

Management 

KM Advisor or Specialist 
Knowledge Management (KM) staff lead the design and implementation of knowledge 
management initiatives within projects, programs, or organizations.  
 
Due to the wide range of roles, responsibilities, and initiatives within the Knowledge Management 
sector in general, developing a ‘one-size fits all’ core competencies skill set is impossible. Core 
competencies will depend on the type of KM initiative being implemented but there are some 
comprehensive skills related to how knowledge is generated, captured, stored, managed, 
documented, shared, and utilized that will transfer across various sectors, initiatives, and 
organizations. 
 
The set of competencies outlined here will therefore focus on those key skillsets in these areas 
that knowledge management practitioners within the international development/non-profit sector 
are expected to possess. The core competencies outlined below are specifically focused at 
the programmatic, rather than organizational level; and can in no way be considered exhaustive. 
 
The KM advisor's or specialist’s core competency areas include:  
1. Knowledge Management Concepts and Framework 
2. Knowledge Generation, Capture, Organization, and Synthesis 
3. Knowledge Sharing and Collaboration 
4. Knowledge Application for Learning and Decision-Making 
5. Measuring Knowledge Management Activities 
 
In addition to the core competencies outlined below, there is also a set of critical inter-personal 
and personal skills that support KM practitioners in achieving their objectives. These include: 

 Superior listening and convening skills: invaluable in coordinating activities across a wide 
range of stakeholders. 

 Relationship-building, facilitation, negotiation, and influencing skills: to garner support, 
buy-in, and sustained engagement of key stakeholders at various levels. 

 Good written and oral communication skills: to facilitate smooth sharing and transfer of 
knowledge. 

 Highly developed organizational skills: to enable effective prioritization and 
accomplishment of tasks. 

 Accountability: assumes responsibility for results and delivers on commitments. 

 The ability to deal with ambiguity. 

 Working co-operatively with others. 
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1. Knowledge Management Concepts and Framework  

1.1 Demonstrate an understanding of KM concepts and the purpose of effective KM in improving programmatic 
outcomes and efficiency. 

1.2 Advocate the value of knowledge, learning, and KM. 

1.3 Be able to conduct a knowledge audit to map existing knowledge and knowledge processes, identify unmet 
knowledge needs and gaps, outline available KM capacities, identify key stakeholders and critical success factors, and 
understand how these influence the intended goal(s) of KM activities. 

1.4 Support the development of an appropriate KM Logic Model that includes problem analysis, inputs, activities, 
processes/outputs, outcomes, and impact of KM activities. 

1.5 Support the development of a Learning Agenda to address critical knowledge gaps by prioritizing learning 
questions and planning and resourcing associated learning activities. 

1.6 Support the development of a knowledge management strategy and associated work plan to guide 
implementation of KM activities and outline how KM processes take place. 

1.7 Contribute to overall management of KM initiatives, including implementation, tracking progress, administering 
the budget, and assessing progress against the objectives. 

The TOPS Program and FSN Network Core Competency Series: KM Advisor or Specialist 

2.  Knowledge Generation, Capture, Organization, and Synthesis  

2.1 Work with sector-specific technical staff to identify gaps in knowledge that may impede programming, and 
provide guidance on appropriate KM methods, strategies, and approaches to address these gaps. 

2.2 Put appropriate mechanisms in place to ensure receipt of up-to-date knowledge and current information, new 
resources and tools that can augment a program’s knowledge and evidence base. 

2.3 Know how to elicit and capture knowledge from both individuals and groups using approaches and tools such as 
structured interviews, process analysis techniques, wikis, lessons learned databases, knowledge repositories, 
Communities of Practice (CoPs), storytelling, video storytelling, share fairs, etc. 

2.4 Ability to facilitate the selection, organization, and storage of knowledge in products, tools and systems designed 
for specific purposes (e.g., searchable database on best practices, directory of evidence-based practices, expert 
locators etc.). 

2.5 Understanding of knowledge repositories and how to catalogue and organize content, provide access and 
retrieval, and establish policies for publishing, maintenance, and access. 

2.6 Awareness of current technology to facilitate KM processes, and ability to recommend, deploy, use, and maintain 
the most appropriate technologies. 

2.7 Understand how to collate and analyze information from a variety of sources to develop evidence to guide 
effective programmatic decision-making. 

2.8 Adapt existing knowledge into actionable formats (fact sheets, summaries, eLearning courses, job aids, etc.) to 
create insights and new knowledge-based products that meet the needs of diverse audiences and contexts, instead 
of re-inventing the wheel. 

2.9 Strong technical writing skills to transfer knowledge effectively via text. 
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3. Knowledge  Sharing and Collaboration  

3.1 Appreciate the value of sharing knowledge and information appropriately and readily share own knowledge, 
skills, and experience to enable others to meet their goals. 

3.2 Seek experience, knowledge, and information from colleagues and ensure that these are accurately documented 
and disseminated. 

3.3 Develop approaches with colleagues to build knowledge sharing into everyday work. 

3.4 Alert colleagues to relevant new knowledge and experience and work with them to keep programmatic 
knowledge and evidence base updated. 

3.5 Facilitate access to expertise in order to drive knowledge exchange and learning. 

3.6 Know how to disseminate information in a way that is manageable and accessible. 

3.7 Know how to implement knowledge-sharing methods such as interpersonal communication, case studies, 
brownbags, webinars, conferences, social media, social and virtual networks, field exchanges, etc. 

3.8 Foster knowledge transfer among specific groups of people with common interests and goals such as CoPs. 

3.9 Online facilitation skills to support the cultivation of CoPs and drive learning and engagement within virtual 
networks. 

3.10 Competence with adult learning techniques that allow participants to be active learners. 

3.11 Competence with facilitation and participatory learning techniques that can drive participation and enhance 
coordination and trust during peer exchange. 

3.12 Identify, participate in, and promote cross-organizational collaboration, learning, and networking via face-to-
face or online activities such as forums, training sessions, etc. 

3.13 Identify barriers to collaboration and use appropriate strategies to improve collaboration and encourage 
knowledge sharing. 

3.14 Cultivate and nurture internal and external relationships for collaboration and learning. 

3.15 Develop alliances and partnerships for knowledge creation and transfer. 

3.16 Know how to design, plan, facilitate, and host knowledge sharing meetings, conferences, and events. 

3.17 Implement quality, user-friendly systems for communication, collaboration, and online information. 

3.18 Represent the program in external meetings, conferences, and presentations on program-related KM topics. 

The TOPS Program and FSN Network Core Competency Series: KM Advisor or Specialist 
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4. Knowledge Application for Learning and Decision Making  

4.1 Willingness to learn from others―routinely check the experience of and consult with others before starting a new 
task. 

4.2 Know how to find and select the knowledge needed for a task using appropriate tools and techniques. 

4.3 Deploy activities such as After Action Reviews, program implementation reviews, lessons learned sessions, etc. to 
drive continuous programmatic learning and improvement. 

4.4 Coordinate with key stakeholders (key program staff, managers, technical specialists) to develop and implement 
action plans that incorporate key learning into program activities as appropriate.  

4.5 Use M&E results from KM activities to adapt KM initiatives as necessary. 

4.6 Identify and support evidence-based adaptive management efforts to better achieve intended program 
outcomes and impacts. 

5. Measuring Knowledge Management Activities 

Support the identification and/or development of indicators that measure progress of KM activities and objectives. 

Lead or support the design of monitoring and evaluation and learning tools and data collection for KM indicators. 

Interpret results to evaluate and report on impact of KM activities. 
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Monitoring and  

Evaluation 

M&E Manager 
The title “M&E Manager” refers to the position in charge of the Monitoring and Evaluation (M&E) 
of a food security project/program; the actual job title of the position may vary by program or by 
organization. The M&E Manager leads M&E strategies for large-scale food security programs (e.g., 
Development Food Aid Programs). The position is based at program/country office headquarters. 
The M&E Manager provides oversight of all M&E related duties and management of M&E and/or 
Data Management Officers. 
The M&E Manager’s core competencies include: 
1. M&E concepts 
2. Program design 
3. M&E system set-up and operationalization 
4. Qualitative techniques for monitoring  
5. Quantitative techniques for data collection 
6. Data analysis 
7. Reporting 

1. M&E Concepts 

1.1 Understand key fundamental M&E concepts and USAID documents and platforms and their 
purpose in M&E: theory of change (ToC), log frame, indicators, Indicator Performance Tracking 
Table (IPTT), Standardized Annual Program Questionnaire (SAPQ), and Performance Indicator 
Reference Sheets (PIRS) along with other donor compliance requirements (Country Development 
Cooperation Strategy (CDCS), Automated Directives System/Development Data Library (ADS/
DDL), Development Experience Clearinghouse (DEC). 

1.2 Be able to clearly define the project cycle: needs and capacities assessment, problem analysis, 
developing a conceptual framework or ToC, selecting and implementing activities, monitoring and 
evaluation. 

1.3 Understand the results chain: activities, outputs, outcomes, and impact. 

1.4 Demonstrate knowledge of strategies and tools for tracking project progress and bottlenecks 
and for monitoring cross-cutting objectives like gender, governance and environmental 
regulations. 

1.5 Understand the difference between descriptive and inferential statistics. 

1.6 Understand the concept of participatory monitoring. 

1.7 Understand the concepts and approaches of performance versus impact evaluation. 

1.8 Know when to plan for and how to use mixed-methods research. 
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1. M&E Concepts (continued) 

1.9 Understand the concept of data quality assurance and how to implement it within the program. 

1.10 Be familiar with environmental indicators and initial environmental assessments. 

1.11 Be familiar with gender indicators and gender assessments. 

2. Program Design 

2.1 Know how to diagnose and assess community needs and opportunities. 

2.2 Demonstrate the capacity to carry out causal (problem) analysis and objective hierarchy. 

2.3 Demonstrate the capacity to design a comprehensive program ToC or development hypothesis. 

2.3.1 Understand how to create a diagram that illustrates pathways of change, and which includes outcomes 

from interventions that are not a part of the project.  

2.3.2 Know how to draft a complementary narrative that explains the plausibility of the pathways depicted in 

the conceptual diagram.  

2.4 Understand how to develop a logical framework. 

2.5 Know how to describe the M&E plan including strategies for collecting, transferring, collating, processing, and 
safeguarding M&E data. 

2.6 Understand the program M&E staffing needs, roles, and responsibilities. 

2.7 Identify performance indicators and tools to inform managers and program staff about the progress toward 
program objectives and to encourage management to integrate them into the project decisions and designs. 

2.8 Contribute to the selection of project activities, outputs, outcomes, and impact. 

2.9 Understand how to develop a detailed/itemized M&E budget for annual monitoring needs and periodic 

evaluations and studies. 

3. M&E System Set Up and Operationalization  

3.1 Logical framework: Know how to develop a log frame in line with the ToC. 

3.2 Theory of change: Leads reviews of and revisions to the ToC when necessary. 

3.3 IPTT: Ensures the IPTT aligns to the log frame and demonstrates capacity to:  

3.3.1 Understand various data collection methods and how to select the appropriate method for various 

indicators.     

3.3.2 Understands the difference between baseline values and base values.  

3.4 PIRS: Knows how to develop and use PIRS.  

3.5 Annual monitoring:  

3.5.1 Oversees the design and revision of tools for routine monitoring data collection and the collection of 

physical measurements (e.g., anthropometric, infrastructure).  

3. 5.2 Develops protocols for routine monitoring, beneficiary surveys, and collecting physical measurements 

(i.e., anthropometric, infrastructure). 



 22 

 

The TOPS Program and FSN Network Core Competency Series: Monitoring and Evaluation Manager 

3. M&E System Set Up and Operationalization (continued) 

3. 5.3 Understand how to design instruments for mobile platforms (e.g., smart phones, iPads, iPods). 

3. 5.4 Is able to use Geographical Information Systems (GIS) to inform M&E. 

3.5.5 Know how to design and use databases. 

3.5.6 Demonstrate capacity to design reporting formats and timelines.  

3.6 Data Quality Assurance. Must know how to:  

3.6.1 Develop and implement strategies to improve data quality. 

3.6.2 Design a data flow diagram and identify bottlenecks. 

3.6.3 Develop and manage tools and methods for assessing data quality for all indicators. 

3.6.4 Design and implement an internal data quality assessment. 

3.6.5 Promote and apply the five attributes of data quality.  

3.6.6 Design protocols and procedures for proper data management and safeguard.  

3.7 M&E Staffing. Understand how to: 

3.7.1 Determine adequate staffing levels. 

3.7.2 Develop a staff capacity building plan. 

3.7.3  Assess skill strengths and gaps of the M&E staff.  

3.7.4  Design training to improve skills based on the identified skill gaps. 

3.7.5  Organize and facilitate skills training.  

3.7.6  Coach/mentor staff to improve skills. 

3.7.7  Design and provide on-the-job training to improve skills. 

3.7.8  Assess the knowledge change of participants.  

3.8 Evaluation. Know how to: 

3.8.1 Design a sampling strategy using probability and or purposive sampling method. 

3.8.2 Calculate a representative sample size.  

3.8.3 Develop the sampling frame and draw samples. 

3.8.4 Design evaluation questions and methods. 

3.8.5 Develop criteria for when and how to use control and comparison groups. 

3.8.6 Develop/provide input into terms of reference for baseline/final evaluation surveys. 

3.8.7 Review tools/instruments and field manuals developed by the survey contractor.  

3.8.8 Review qualitative tools and methods for baseline and final evaluation surveys. 

3.8.9 Develop terms of reference for a mid-term evaluation.  

4. Qualitative Techniques for Monitoring  

4.1 Identify indicators for qualitative monitoring. 

4.2 Understand a variety of qualitative methods and tools, and how to select the most appropriate method or tool for 
various purposes. 
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5. Quantitative Techniques for Data Collection  

Demonstrated capacity to serve as key point of contact for consultants conducting formal surveys. The M&E Manager 
must be able to support the following activities.  

5.1 Supervise the design of structured surveys including: 

5.1.1 Design and test questionnaires. 

5.1.2 Gather required information to construct the sampling frame.  

5.1.3 Employ strategies to minimize sampling and non-sampling errors.  

5.1.4  Design field tests for data validity and reliability.  

5.2 Competently supervise and manage surveys, including:  

5.2.1 Plan and oversee logistics.  

5.2.2 Design and facilitate training for enumerators and supervisors.  

5.2.3  Oversee data collection including anthropometric measurements  

4. Qualitative Techniques for Monitoring  (continued) 

4.3 Develop topical outlines to guide structured and semi-structured qualitative interviews for exploratory open-

ended inquiry. 

4.4 Know how to organize and analyze qualitative data in order to:  

4.4.1 Inform quantitative data collection design (e.g., data to collect, coded responses). 

4.4.2  Interpret and verify quantitative data.  

4.5 Possess skills for using and monitoring/supervising the use of key qualitative tools, including: 

4.6.1  Key informant interviews.  

4.6.2  Focus group discussions. 

4.6.3  Use of direct observations as an M&E tool. 

4.6.4  Commonly used interactive tools (e.g., maps, matrix, calendars).  

6. Data Analysis 

6.1 Know how to develop a data analysis plan.  

6.2 Conduct quantitative data analysis, including: 

6.2.1 Create indices and computed variables. 

6.2.2 Design a data entry application for survey data using common software applications (e.g., Microsoft 

Access, CSPro, SPSS Statistics, Epi Info™). 

6.2.3 Use and interpret frequency tables, bivariate cross tables, t-tests, confidence intervals, multivariate 

analysis, correlations, skewness, and kurtosis. 

6.2.4 Design a data entry application for routine monitoring data using Microsoft Excel.  

6.2.5 Clean data using standard acceptable techniques. 

6.2.6 Analyze quantitative survey data using data analytic software (e.g., SPSS Statistics, STATA, Epi Info™, 

NutriSurvey, SAS, and R). 

6.2.7 Analyzing routine monitoring data using computer packages (i.e., Microsoft Excel, Microsoft Access). 

6.2.8 Reporting quantitative data. 

6.2.9 Interpreting statistical data to inform decision-making. 
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7. Reporting 

7.1 Know how to write narrative reports, including the ability to:  

7.1.1 Write executive summaries. 

7.1.2 Create and use tables in reports and presentations effectively. 

7.1.3 Produce and use graphs and charts in reports and presentations effectively. 

7.1.4 Develop and present case studies in reports effectively and responsibly. 

7.1.5 Collect and use quotations in reports effectively and responsibly. 

7.1.6 Present and use statistics effectively and responsibly.  

7.2 Know how to make clear and effective oral presentations, including the effective design and use of PowerPoint 
presentations.  

7.3 Know how to develop and present success stories effectively.  

7.4 Know how to present GIS data and maps.  

The TOPS Program and FSN Network Core Competency Series: Monitoring and Evaluation Manager 

6. Data Analysis (continued) 

6.3 Carry out qualitative analysis, including: 

6.3.1 Descriptive, content, inductive, and logical analysis. 

6.3.2 Synthesize and report qualitative information. 

Notes  

 While M&E Managers should propose the sampling frame, in most cases additional technical support may be 

needed for sample size calculation and developing sampling strategies, even for M&E Managers.  

  Where an external consultant is required (i.e., in final evaluations), M&E Managers will work with the consultant 

to ensure that all required data for the evaluation is collected as per the M&E plan. At the same time, the M&E 

Manager will ensure that data required to answer key questions needed to fulfil the evaluation’s terms of 

reference are included in quantitative surveys and qualitative studies.  

 Though USAID now requires baselines and possibly final evaluations to be conducted by external contractors still, 

management of the whole process needs to be done internally. A lot of logistics need to be coordinated during 

the process, whether the organization/program is carrying out a survey, a qualitative study, or both. M&E 

managers need to know their role in this process so they can manage it successfully. This should be clearly 

outlined during the evaluation design.  

 While the M&E Manager or data analysts conduct statistical data analysis, the analysis is sometimes reviewed by 

others to ensure quality and accuracy. 

 While report writing is often conducted in collaboration with others such as the program manager, technical 

specialists, and/or consultants, report writing is a key role of the M&E Manager, as he/she must be able to tell the 

organization/project’s story to donors and others. 
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Monitoring and Evaluation 

M&E Officers lead the implementation of M&E activities in the field. Typically they 
are based in field offices and/or in regional offices. The role of M&E Officer may slightly vary by 
organization and project, but in general it is responsible for designing routine monitoring forms, 
providing training on data collection, compiling and aggregating data, maintaining databases, 
generating descriptive statistics, and providing support to surveys and evaluations. The M&E 
Officer’s core competencies include: 
1. M&E concepts 
2. Program design 
3. M&E system set up and operationalization 
4. Qualitative techniques for monitoring  
5. Quantitative techniques for data collection 
6. Data analysis  
7. Reporting 
8. Technical support to sub-awardees and partner M&E teams 

1. M&E Concepts 

1.1 Demonstrate an understanding of M&E concepts such as participatory monitoring, mixed-
methods, data quality assurance, theory of change (ToC), and the purpose of M&E in program 
design and implementation.  

1.2 Able to clearly define the project cycle and results chain: needs and capacities assessment, 
problem analysis, development of conceptual framework or ToC, selection and implementation of 
activities, and monitoring and evaluation.  

1.3 Identify signs of progress along the project cycle; has an operational understanding of 
different types of indicators: output, outcome, and impact; and the different sources for 
indicators: USAID Office of Food for Peace, USAID Mission, and custom indicators.  

1.4 Demonstrate capacity to understand, interpret and use a log frame, M&E plan, Performance 
Indicator Reference Sheets (PIRS), and Indicator Performance Tracking Table (IPTT).  

1.5 Be familiar with strategies and tools for tracking project progress and bottlenecks and 
measuring cross-cutting objectives, including gender and environment.  

1.6 Understand the difference between descriptive and inferential statistics.  

1.7 Understand the concept of participatory monitoring.  

1.8 Know how to plan for and use mixed-methods research. 

1.9 Understand the basic concepts of data quality assurance. 

2. Program Design 

2.1 Assess the needs and capacities of the target communities.  

2.2 Involve communities in problem analysis and project design.  

2.3 Be knowledgeable about the purpose of a ToC. 

2.4 Implement gender assessment studies. 

M&E Officer 
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 3. M&E System Set Up and Operationalization  

3.1 Contribute to the development of a comprehensive M&E plan.  

3.2 Identify and elaborate key M&E activities. 

3.3 Train field staff on data gathering and data compilation techniques. 

3.4 Identify data users and their information needs. 

3.5 Develop routine/activity monitoring data gathering forms and reporting formats. 

3.6 Assess/monitor community participation in and satisfaction with implementation, monitoring, and evaluation 
(including protection issues). 

3.7 Control for double counting/create beneficiary unique identifiers. 

3.8 Know how to triangulate information. 

3.9 Implement data quality assurance activities according to the M&E plan (e.g. data verification and spot checks). 

3.10 Understand the five dimensions of data quality (validity, precision, integrity, reliability, and timeliness. 

4. Qualitative Techniques for Monitoring  

4.1 Develop topical outlines/key topics to facilitate discussions to guide data collection. 

4.2 Identify appropriate tools and methods to gather gender-sensitive information. 

4.3 Use qualitative data:               

4.3.1 To interpret quantitative data. 

4.3.2 To inform quantitative data collection design (e.g., data to collect, coded responses). 

4.3.3 To verify quantitative data.         

4.3.4 For open-ended inquiry. 

4.4 Understand how to use and monitor/supervise key qualitative methods:                

4.4.1 Key informant interviews. 

4.4.2 Focus group discussions. 

4.4.3 Direct observations. 

4.4.4 Commonly used interactive tools (e.g., maps, matrix, calendars). 

2. Program Design (continued) 

2.5 Be familiar with environmental indicators and initial environmental assessments. 

5. Quantitative Techniques for Data Collection  

5.1 Know commonly used probability and purposive sampling techniques.  

5.2 Know potential sources of and precautions to protect against sampling biases. 

5.3 Design tools for routine monitoring data collection. 

5.4 Develop protocols for routine monitoring and surveys. 
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6.  Data Analysis  

6.1 Manage data entry, including:  

6.1.1 Design data entry applications in common packages such as Microsoft Excel, Microsoft Access, and Epi  

Info™.                

6.1.2 Enter data into Microsoft Excel, Microsoft Access, or any other simple database.                

6.1.3 Organize data in such a way that it is easily accessible by staff concerned.                

6.1.4 Manage the database. 

6.2 Conduct descriptive analysis, including:  

6.2.1 Possess the basic skills for using SPSS Statistics or a similar data analytic software. 

6.2.2 Understand the concept of central tendency and measures of spread.        

6.2.3 Know how to use frequency tables, cross tables, correlations, means testing, and different measures of 

central tendency.      

6.2.4 Understand tests of significance (e.g., p-values, confidence intervals). 

5. Quantitative Techniques for Data Collection  (continued) 

5.5 Conduct physical measurements (e.g., anthropometric, infrastructure, plot size, produce measurement). 

5.6 Implement structured surveys, including: 

5.6.1 Field-testing of survey instruments. 

5.6.2 Recognize sampling and non-sampling errors and use strategies to minimize them. 

5.6.3 Train and coordinate enumerators. 

5.6.4 Use interviewing techniques. 

5.6.5 Supervise and test validity and reliability of data in the field. 

5.7 Manage surveys, including: 

5.7.1 Logistics planning. 

5.7.2 Gathering required information to construct sampling frame.                

5.7.3 Designing and facilitating training for enumerators. 

5.7.4 Overseeing data collection. 

7. Reporting  

7.1 Collect, compile, and aggregate reports from field staff. 

7.2 Check for data consistency and compare them with the target. 

7.3 Interpret quantitative results. 

7.4 Interpret and report qualitative data. 

7.5 Use quantitative and qualitative data in combination. 
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7. Reporting  (continued) 

7.6 Know how to write narrative for reports, including:                

7.6.1 Developing and effectively presenting case studies and success stories in reports.  

7.6.2 Collecting and using quotations reports and success stories effectively and responsibly.  

7.7 Create and use tables in reports and presentations. 

7.8 Create and use graphs and charts in reports and presentations. 

7.9 Create and deliver oral presentations. 

7.10 Design and effectively use PowerPoint presentations. 

Notes  
 

1. While the M&E Officer implements monitoring activities in the field, the M&E Manager is responsible for the  

design of the system, tools, and methodologies.  

2. While sampling strategy and sample size calculation will be done by the M&E Manager, the M&E Officer must 

have a basic understanding about commonly used sampling techniques 

3. While the M&E Manager is responsible for developing the qualitative and quantitative tools, the M&E Officer 

must have the skills to use them.  

4. While statistical data analysis should be conducted by the M&E Manager, the M&E Officer must be able to  

generate frequency tables and compute mean, median, and standard deviation. 

5. While analytical report preparation is the responsibility of M&E Manager, the M&E Officer must be able to  

compile the reports collected from the field, produce simple tables and graphs using Microsoft Excel, and inter-

pret the numbers so that it is easy for the users to understand and make sense of the numbers. 
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Nutrition and  

Food Technology 

Nutrition Advisor or Specialist 

A nutrition advisor or specialist (or a maternal and child health and nutrition advisor or 
specialist) provides input to program management for the design of program strategy for 
nutrition. They lead the implementation of nutrition activities with responsibility for ensuring 
quality through staff capacity-strengthening, supportive supervision and monitoring.  

The nutrition advisor or specialist’s core competency areas include: 

1. Conceptualizing malnutrition 

2. Anthropometric assessment of nutritional status 

3. Nutrition guidance for the first 1,000 days 

4. Micronutrients 

5. Recommended infant and young child feeding (IYCF) practices 

6. Nutrition and food aid commodities 

7. Maternal and child nutrition indicators 

8. Nutrition and water, sanitation, and hygiene (WASH) 
9. Program design and implementation 

1. Conceptualizing Malnutrition 

1.1 Understand the framework for looking at the immediate/basic, intermediate/indirect, and 
underlying causes of malnutrition. 

1.2 Understand the rationale for focusing on the first 1,000 days. 

1.3 Know the key indicators of child malnutrition—wasting, stunting, underweight, and 
overweight—and their relative importance in the program location. 

1.4 Know the key indicators of micronutrient deficiencies—maternal and child anemia, vitamin 
A deficiency, and any others of public health importance—and how to analyze their relative 
importance in the program location. 

1.5 Know how to assess food consumption patterns in the program location and how to 
analyze their relation to macronutrient or micronutrient deficiencies. 
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3. Nutrition Guidance for the First 1,000 Days 

3.1 Understand the Essential Nutrition Actions (ENA) and their potential contribution to achieve program 
objectives. 

3.2 Identify pertinent IYCF materials, including those created by national governments and UNICEF, and 
understand their potential contribution to achieve program objectives. 

3.3 Know how to identify any additional guidance for maternal nutrition before, during, and after pregnancy 
and understand their potential for contribution to program objectives. 

3.4 Know how to identify any additional guidance for adolescent nutrition before, during, and after pregnancy 
and understand their potential for contribution to program objectives. 

4. Micronutrients 

4.1 Know government policies and procedures for addressing key micronutrient deficiencies. 

4.2 Know additional guidance and programmatic ways to address maternal anemia, child anemia, and vitamin 
A deficiency. 

4.3 Know which locally available foods are high in micronutrients and how these foods can contribute to 
optimal diets for women, infants, and children. 

4.4 Know which foods and beverages inhibit or assist the absorption of micronutrients. 

5. Recommended Infant and Young Child Feeding Practices 

5.1 Know the advantages of immediate breastfeeding at birth, including advantages for the mother and the 
infant. 

5.2 Know the rationale for exclusive breastfeeding for the first 6 months. 

5.3 Have the skills to support optimal breastfeeding, including correct position and latch, and to solve common 
breastfeeding problems, such as mastitis. 

5.4 Know the rationale for continued breastfeeding to at least 2 years of age and its nutrient contribution to 
the child’s diet. 

5.5 Know the rationale for introducing complementary feeding at 6 months of age. 

2. Anthropometric Assessment of Nutritional Status 

2.1 Know how to accurately measure acute malnutrition using mid-upper arm circumference (MUAC) and 
weight-for-height. 

2.2 Know how to measure stunting using height-for-age . 

2.3 Know how to measure weight-for-age. 

2.4 Know the cutoff points for the classification of malnutrition as mild, moderate, or severe. 

2.5 Know how to use supervision tools to monitor the quality of anthropometric measurement conducted to 
assess nutritional status. 

“5. Recommended Infant and Young Child Feeding Practices” is continued on next page 
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8. Nutrition and Water, Sanitation, and Hygiene 

8.1 Know the relationship between diarrhea, other illness, and nutritional status. 

8.2 Identify the Essential Hygiene Actions (EHA) and understand their potential contribution to achieve 
program objectives.  

8.3 Know the requisites of safe food preparation and storage. 

8.4 Know the latest research findings on environmental enteric dysfunction (EED) and nutrition.  

8.5 Identify other activities focused on infants and EED (“baby WASH”) and understand their potential 
contribution to achieve program objectives.  

7. Maternal and Child Nutrition Indicators 

7.1 Know how to calculate the early initiation of breastfeeding. 

7.2 Know how to calculate rates of exclusive breastfeeding for children under 6 months of age. 

7.3 Know how to calculate minimum meal frequency by age range for children 6–23 months of age (part of the 
Minimum Adequate Diet composite indicator). 

7.4 Know how to calculate minimum dietary diversity by age range and breastfeeding status for children 6–23 
months of age (part of the Minimum Adequate Diet composite indicator). 

7.5 Know how to calculate the Women’s Dietary Diversity Score (WDDS) or the Minimum Dietary Diversity for 
Women indicator (MDD-W). 

7.6 Know how to set targets for maternal and child nutrition indicators. 

6. Nutrition and Food Aid Commodities 

6.1 Know how food aid rations are calculated. 

6.2 Know the nutrient contribution of food commodities in the existing ration. 

6.3 Know how locally available foods can contribute the nutrients needed to transition from the receipt of 
food commodities at the appropriate time. 

5. Recommended Infant and Young Child Feeding Practices (continued) 

5.6 Know the recommended frequency, amount, consistency/texture, density, and variety of nutrients for 
complementary feeding of infants and young children at 6–8 months of age, 9–11 months of age, and 12–23 
months of age. 

5.7 Know which locally available foods support optimal complementary feeding. 

5.8 Know responsive/active feeding techniques. 

5.9 Know the recommended practices for feeding sick children during and after (recuperative feeding) illness. 

5.10 Know the recommendations for best IYCF practices in areas with high HIV prevalence. 
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9. Program Design and Implementation 

9.1 Know how to use one or more tools for program design, such as the Nutrition Program Design Assistant 
(NPDA). 

9.2 Know how to design activities for the prevention of malnutrition. 

9.3 Know how to identify the appropriate level of effort and ways to collaborate with other partners for 
nutrition recuperation activities. 

9.4 Know how to use one or more methods for formative investigation. 

9.5 Know how to review and prioritize key maternal and child nutrition practices. 

9.6 Know how to assess “persons of influence” for nutrition behaviors and appropriately incorporate these 
actors into program activities. 

9.7 Know the key concepts (“essential elements”) of Care Groups. 

9.8 Know the key concepts (“essential elements”) of Mother-to-Mother Support Groups.  

9.9 Know the key concepts of the Nutrition Assessment, Counseling, and Support (NACS) approach in areas 
with high HIV prevalence. 

9.10 Know ways to build on additional community group structures. 

9.11 Know how to transfer skills for group facilitation and one-on-one counseling to program staff and actors 
at the community level.  

9.12 Know how to assess the local food context and identify food sources high in macronutrients or 
micronutrients. 

9.13 Know how to develop a seasonal calendar of food availability. 

9.14 Know how to use Food Composition Tables.  

9.15 Know how to promote nutrition-sensitive agriculture within integrated programs. 
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Social and  

Behavioral Change 

SBC Advisor or Specialist 
Many programs employ a social and behavioral change (SBC) advisor or specialist; others 
combine SBC duties with a number of other responsibilities in one position (e.g., program 
planning). SBC advisors and specialists train other staff members in cross-cutting SBC skills. 
They also lead the process of developing or tailoring behavior change approaches to local 
contexts and cultures through formative research and by using the results to develop or adapt 
behavior change materials and activities.  

The SBC advisor or specialist’s core competency areas include: 
1. Fostering organizational change: Setting the stage and building skills among program 

implementers and service providers 
2. Defining what we are going to change 
3. Conducting SBC formative research on key behaviors 
4. Designing SBC strategies with sufficient coverage, effective messaging, and quality 

implementation  
5. SBC monitoring   

1. Fostering Organizational Change: Setting the Stage and Building Skills among Program 
Implementers and Service Providers  

1.1 Convince staff, decision makers, and gatekeepers of the need to change from information-
only campaigns and the attitude-behavior and economic self-interest approaches to behavior 
change to more robust SBC change strategies. Convince managers of the cost-effectiveness of 
evidence-based SBC strategies that address structural and personal barriers to change. 

1.2 Work with agencies to encourage mechanisms of accountability by service providers and 
to address barriers to service use and delivery. 

1.3 Train trainers of change agents in the same skills and methods the change agents will be 
asked to use in implementing SBC strategies (see 4.5). 

2. Defining What We are Going to Change 

2.1 Given limited resources and using baseline assessments and other data, prioritize 
behaviors to change. 

3. Conducting SBC Formative Research on Key Behaviors 

3.1 Conduct qualitative and quantitative formative research studies to understand how and 
why people do behaviors, including identifying and prioritizing key determinants of behaviors 
and barriers and enablers to change and knowing how to create plans to change them. 
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4. Designing SBC Strategies with Sufficient Coverage, Effective Messaging, and Quality Implementation 

4.1 Choose the best behavior change communication coverage strategies and use them. 

4.2 Segment audiences (priority and influencing groups): Deciding who to target with SBC messages/activities 
and identify the right people and channels to use to give messages credibility and coverage. 

4.3 Determine which SBC tools, methods, and approaches are most acceptable to the targeted groups and 
work best together/complement each other given a particular cultural context. 

4.4 Choose and prioritize messages/activities to target key determinants of priority behaviors. 

4.5 Create and use effective SBC messages and activities, including: 

4.5.1 Producing behavior change communication curricula/creating lesson plans for behavior change 
agents, taking into account current behavioral science (e.g., how many messages a person/group can 
understand and retain at one time, properly sequencing behaviors for change) 

4.5.2 Incorporating and modeling adult learning principles in all trainings and periodic refreshers, 
which supports developing new skills, building confidence in using them, and integrating them into 
everyday working situations 

4.5.3 Creating effective and specific “sticky” messages 

4.5.4 Using a variety of effective methods (e.g., flipcharts, songs, open- and closed-ended stories, 
skits, negotiating for behavior change, discussions, puppetry, testimonials, demonstrations, use of 
radio, text message reminders, endorsements/testimonials) 

4.5.5 Using proper group facilitation skills in community behavior change communication or 
discussion settings 

5. SBC Monitoring 

5.1 Monitor the quality of SBC activities and changes in knowledge, attitudes, behaviors, coverage, and 
verification of practices to allow for mid-course corrections to SBC strategies and to document lessons learned 
to move the field ahead; this feeds back into Section 1. Fostering Organizational Change, as well. 




