
Field and Data Officer

Location:  [Europe & the Middle East] [Jordan]

Town/City: Amman

Category: Field Operations

Job Type: Fixed term, Full-time  

Job title: Field and Data Officer

JOB PURPOSE:

The purpose of this position is to maintain and update daily SWM related admin, logistics

databases, to support and assist the team in order to implement the project activities as

proposed to donor, the position will be responsible to verify and check the eligibility under the

GIZ system.

The job holder will be responsible to provide the following:

Following up all the field admin works.

Maintain and updated daily SWM data bases.

Maintain CFW data base and support in salaries distribution.

Our ideal candidate has essential data entry skills, fast typing with an eye for detail and familiarity

with spreadsheets and online forms.

MAJOR RESPONSIBILITES:
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 This is the foundation of the job description. It conveys the complexity, scope and level of responsibility of the job. As such, it is important to describe the duties and responsibilities as accurately, concisely and completely as possible. There are three sections in which to document. They are broken up into percent of time, activity and end results. When developing this section group the responsibility into 3 to 5 buckets that capture the main components of the role. It is helpful to divide the tasks and/or responsibility into daily, weekly, monthly, quarterly or annual to aid in understanding the amount of time each area of responsibility will take. Each main responsibility should include related tasks in the delivery of each responsibility. Next, list the expectation of how each responsibility will be carried out under End Results. End results should be measurable, and time bound and written in a manner that can inform the development of annual performance objectives. All components of the job description should be written in a manner that a layperson can understand, with all acronyms spelled out the first time they are used within the description.#MAJOR_RESPONSIBILITES


Maintaining accurate, up-to-date and useable information in our systems. 

Collecting and entering beneficiaries’ data from source documents within time limits

Maintaining accurate records of beneficiaries’ information

Compiling, verifying accuracy and sorting information to prepare source data

Reviewing data for deficiencies or errors, correcting any incompatibilities and checking

output

Supporting the salaries distribution.

Maintain and update daily SWM and CFW related databases and inventory: daily

collected of IBVs’ attendance, IBVs’ master sheet.

Tracking project stock and to ensure submission on time.

Tracking project inventory by managing his team.

Insert beneficiaries’ data by inputting text based and numerical information from source

documents within time limits

Compile, verify accuracy and sort information according to priorities to prepare source

data

All the Attendance sheets should be checked and matching the GIZ system.

Organize, document and archive all programme relevant documents, keep files

complete and up to date

Any other tasks by the line manager

Page 2/4



In coordination with field teams, schedule the collection of weekly attendance sheets

and cross check with IBVs’ agreements to ensure compliance with WV procedures

KNOWLEDGE/QUALIFICATIONS FOR THE ROLE

Required Professional Experience

Minimum 1-2 years of experience of working in in Program administration or field

support

1 (out of the total) year of experience with cash programming

1 (out of the total) year of experience with INGO/local NGO

Required Education, training, license, registration, and certification

BA degree in business, management, administration, finance, accounting, or a related

field

Very Good command of oral and written English

Preferred Knowledge and Qualifications

Proven data entry work experience, as a Data entry operator 

Experience with MS Office and data programs

Familiarity with administrative duties

Experience using office equipment, like fax machine and scanner
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 Knowledge skills and abilities allow the recruiter and the candidate to understand what experience is required in order to be successful in the role. It should be listed as the minimum amount of education and experience required. Knowledge: The level of education, experience and training an individual must have at minimum to be considered qualified for the position. Skills: The proficient manual, verbal, or mental manipulation of data or things. Specific skills such as ability to create, manipulate and utilize spreadsheets, word processing programs, or proficiency in a second language. Abilities: The competence to perform an observable behavior or a behavior that results in an observable product, e.g., organize or plan work or coach and mentor others. #KNOWLEDGE_QUALIFICATIONS


Typing speed and accuracy

Excellent knowledge of correct spelling, grammar and punctuation

Able to maintain the confidentiality requirements

Organization skills, with an ability to stay focused on assigned tasks

Travel and/or Work Environment Requirement: 10% office work, 90% Field work

Language Requirements: Arabic and English skills
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