JOB DESCRIPTION
Research & Information Manager
Job Title: 
Research & Information Manager
Section:
Research & Information Centre (RIC)
Reports to: 
Deputy Executive Director
Salary Scale:
Grade 4

Job‘s Purpose:  
To ensure overall management of RIC in order to serve effective NGOF’s advocacy activities through professional and quality of research, investigation, management information system, information technology and publication. 
Resources Managed: 
2 Legal Officers, 1 Research Officer, 1 GIS Officer, 1 Information and Publication Officer, 1 Information Technology Officer, Volunteer/s and budget as stated in the current budget plan. 
Main Objectives:
· Set clear Project Cycle Management (PCM) in RIC
· Ensure the evidence based information on land and natural resources provided on time to support the effective advocacy of the Land and Livelihoods Programme.
· Ensure the information management and technology is effective support to the organization.
· Well coordination and support staff so that they are able to deliver their responsibilities.

· Provide timely support to D/ED on technical and representational issues.

The Research & Information Manager shall carry out the duties of the position in compliance with the NGO Forum’s policy documents; including the Personnel Policy and Regulations, the Financial Procedures Manual, Media policy and the Anti-Corruption and Conflict of Interest Policy. The RIM should work closely with the Land and Livelihoods Programme Manager to ensure the evidence base information on land and natural resource management will be provided to ensure effective advocacy. 
This job description should be read in conjunction with the current Action Plan.

Main Responsibilities and Specific Tasks:
1. Project Cycle Management for Advocacy
1.1. Leading and coordinating the planning and budgeting of the Research & Information Centre with coordination with Programme Managers for Action Plans and bi-annual updates for network members and to be integrated into overall NGOF Reports.
1.2. Manage implementation of Research & Information Centre, through delegation and support to POs, ensuring develop activities plan, guidance, mentoring and directing.
1.3. Monitoring the Research & Information Centre.  This will include the programme level logframe and budgets, as well as overseeing projects and supporting POs with their main responsibilities.   Use this to provide technical assistant and to improve plans and budgets at regular intervals.
1.4. Lead reporting on the Research & Information Centre. Coordinate report producing (and formats) and consolidate them for programme reports for NGO Forum use such as, monthly report, the quarterly reports, 6-month reports, the annual report and triennial report.
1.5. Evaluation of Research & Information Centre.  Lead routine evaluation of action plans and activities and report against indicators, and support POs with their evaluation.  This will require regular quality assurance of systems in place for data/information collection.  Use monitoring and evaluation for plans and budgets.
2. Management of research and investigation

2.1 Undertaking NGOF’s research with close collaboration with relevant staffs and consultant to identify key research theme, design, methodology and reporting format.
2.2 Monitoring and follow up research process and quality (conduct by NGOF’s staff and consultant) to compliance with agreement and ToR. 
2.3 Support Legal Officers in doing legal analysis and field investigation on issue related to Land and Livelihoods Programme with close collaboration with LLP project officers, network members, and partners.

3. Management of information and publication
3.1 Coordinate with PMs to cover the design, development and ongoing review of RIC information management system to make sure that the Land Dispute Database, Economic Land Concession Data, Information Catalogues and other information system storage are fully functioning.

3.2 Producing a significant amount of written work, including correspondence, annual land dispute database analysis, annual economic land concession report, investigation reports and research publications 

3.3 Oversee the quality of information colleting through research, investigation, medias, publication, website for analysis and evident based for advocacy.

3.4 To ensure the professional the NGO Forum publication with attractive design, accurate, up to date and interest in public. 
3.5 Set clear strategy of information/ publication sharing and distribution through NGOF website, list serve, delivery and posting. Adequate stakeholder involvement and information dissemination, i.e. members, government and donors.
3.6 Manage and develop database of NGO Forum membership, networks, donors, media and related government sectors profile.
4. Staff Management
4.1 Organize and supervise daily activities of staff in the RIC
4.2 To ensure staff has clear job descriptions, understanding their roles and responsibilities 
4.3 Develop staff action plan that link to program and project action plan
4.4 Planning, Monitoring and Evaluation staff performance
4.5 Staff motivation, encouragement and problem solving 
4.6 Work closely with Human Resource Managers for staff recruitment center
4.7 Ensure there is a capacity development agenda for the team every year that has time for on-the-job development and the NGO Forum training plan.
4.8 Supervise IT Officer to ensure IT, website, e-mail, telephone are effectively support to NGO Forum staff.
5. Financial Responsibilities and Duties
5.1 Work closely with PMs and Finance Manager to ensure budget plan for RIC 

5.2 Budget monitoring in the RIC in close coordination with Programme Manager for authorising Project Officer’s expenditures. Financial monitoring must be done on a monthly basis. 
5.3 Participate in quarterly budget review with PMs and Finance Manager to ensure budget available for RIC. 
5.4 Assist management in fund raising and ensuring the RIC component has smooth financial operation.
6. Representational Tasks
6.1 Liaising with technical level officials from the government, donor, private sector, and civil society, NGO members, networks in close consultation with Programme Manager and D/ED. 
6.2 Representing NGO Forum and members at external events while delegation by ED.
6.3 Responding to press and media interest (in line with NGO Forum Media Policy);
6.4 Written draft correspondence with government, donors and members for the signature of the Executive Director.
7. Gender Mainstreaming

7.1 Include gender as one of the agenda items to be discussed and share informally or    formally at activities of financial section.

7.2 Monitor, recommendations and suggestion of gender mainstreaming within finance section. 

7.3 Participate in regular gender focal point meeting and contribute to decision making related to the gender issue.
Other Duties
1. Regularly participate of internal NGOF meeting

2. Coordinate of develop and review NGOF annual and monthly coordination plan 

3. Do other task that assigned by line manager and management. 

Date Assigned to this Position:                             Date of Next Appraisal: _____________

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

Name: _________________________ Signature__________________ Date__________


(Staff Member)
Name_________________________    Signature__________________ Date__________


(Executive Director)
QUALIFICATIONS and EXPERIENCE
· Master degree in management of development, natural resource, land management, or related subject

· Minimum five-year work experience with NGOs in social development and evidence-based advocacy

· In-depth knowledge of government and development in Cambodia

· Strong understanding and experience in research and investigation support to advocacy

· Strong experience in project cycle management, staff management and team building

· Demonstrated high ability to coordinate and maintain professional network with CSOs and RGC

· Demonstrated ability to manage and lead the team

· Excellent oral and written communication skill both Khmer and English

· Experience in the usage of computers and office software packages.

COMPETENCES REQUIRED

· Leadership and Management

· Strategic Thinking; Analysis and Judgement

· Excellent Communication Skills and Team-player

· Resilient and flexible; able to deliver results on complex issues, under pressure

· Effective in advocacy and negotiations

· Fluency in Khmer and English
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