
 
 
Coptic Association for Social Services (CASC) 
Announcement for the position of Program Development and Monitoring Officer 
The Coptic Association for Social Care (CASC) is a central civil association that has been 
working in the field of community development since the year 1990. It is concerned with 
the development of man by man to help people in all areas of life (education - health - 
economics ... etc.) to raise the quality of living for Egyptian people. 
Position: Program Development and Monitoring Officer  
Purpose of the position: Carrying out PME work in the project “Productive Resilient 
Communities” funded by the European Union for three years at the association's 
headquarters in Cairo. The project is implemented in two villages in Upper Egypt and a 
slum area in Cairo. 
She/he will be responsible for finalizing and implementing the M&E plan, conducting 
project needs assessments, conducting ongoing M&E, managing project data, ensuring 
data is used to inform project plans, and reporting. 
Responsibilities and duties:  
Ongoing project M&E 

1. Develop data collection tools to monitor achievement of outputs, outcomes, and 
objectives, as well as key assumptions outlined in the project log frame, in 
consultation with key project staff and subject matter experts (SMEs) as 
appropriate. 

2. Establish a coordinated M&E system in line with the project M&E plan. 
3. Establish an internal excel database to support efficient, accurate data 

management, reporting, and data analysis. 
4. Track all project outputs, outcomes, and objectives against targets. 

5. Ensure consistent use of data collection and reporting tools by key project staff and 
SMEs; monitor data quality and follow-up on issues identified. 
6. Lead annual evaluation in consultation with key project staff and SMEs. 
7. Alert Director to any necessary target amendments or changes to M&E plan or tools 
in a timely manner. 
8. Facilitate quarterly data analysis and action planning meetings to ensure the project is 
on track and support the provision of data-driven technical support (TA) services. 
9. Ensure all internal M&E activities are consistent with the cooperative agreement and 
receive appropriate approvals from the project manager when needed. 
  
Reporting 
1. Compile and disseminate concise summaries of training, webinar, and certificate 
course evaluation results. 



2. Develop an annual evaluation report and present findings. 
3. Draft high-quality, accurate semi-annual reports in cooperation with the Director. 
4. Provide input into monthly activity updates for the project manager. 
5. Develop/provide input into updates for other stakeholders as requested by the 
Director. 
6. Liaise with Arabic Association for Youth and Environment (AOYE), as instructed by the 
Director. 
  
Needs Assessment 
 Design and implement need assessments, in cooperation with key project staff and 
SMEs. 
 Identify and report on trends related to emerging capacity building needs. 
  
Position sitting & reporting relationship:  
The proposed candidate will work under the supervision of the project manager. Work 
implies frequent interaction with staff at all levels within CASC, regional coordinators, 
and field workers. 
 
 Qualifications:  
Education: university degree in business administration, social science, with emphasis 
on development issues or a related field 
Experience: Three years of progressively professional experience and practical 
experience (planning, monitoring, and evaluation of specific program associated with 
the post) 
Language: Fluency in English is a must (written &spoken) preferably  
Computer skills: completely independent in Microsoft office applications and Microsoft 
project application 
Competencies: 
Professionalism: Develops clear goals consistent with agreed strategies, identifies 
priority foresees risks; adjust plans and action plans, uses time efficiently 
Communication: Speaks and writes clearly and effectively 
Teamwork: Works collaboratively with colleagues and all CASC staff 
Creativity: Actively seeks to improve programs or services, promotes and persuades 
others to consider new ideas  
Level of effort: 
The post is a full-time job and may need an extended work hour whenever needed. 
 


