
INFORMATION, KNOWLEDGE MANAGEMENT AND LEARNING MANAGER (2
POSITIONS)

JOB DETAILS

Job Title:  Information, Knowledge 
Management and Learning Officer

Supervisor/Manager Title:   
Director: Capacity Organisational, 
Policy and Systems Development 
(COPS Dev)

MDA:  Ministry of Planning  and Economic Development (MoPED)

Unit/Division/Directorate: NaMED Grade: Attractive 

Job Summary

The  job  holder,  in  close  coordination  with  the  Managers   within  NaMED  is
responsible  for  coordinating  the  development  and  implementation  of  a
comprehensive NaMED’s  monitoring & evaluation and knowledge management
and  learning   system  to  enhance  impact  monitoring,  quality  control  and
evaluation in order to improve M&E  processes and results delivery across  MDAs
and LCs and underpin accountability at various levels. S/He is also responsible for
putting in place mechanisms to take stock of current practices, provide guidelines
in the promotion of learning methods and best practices across MDAs and LCs. 

Key Duties

Duty/responsibility Estimat
ed

Percent
age of 
time (%)

Supports the setting up of the National Monitoring and Evaluation 
Management Information System (NaMEMIS) including a knowledge 
management platform.

15%

Ensures the efficient management the knowledge management 
platform through systematic and efficient data collection, sharing 
and use that reflect  best practices and lessons learnt. 

15%

Facilitates the inclusion of evaluation reports and documents best 
practices in the NaMEMIS for internal and external reference 

15%

Documents lessons learnt and good practices and share them with 
the broader government-wide M&E system and NaMED’s intranet.

10%

Identifies “centres of excellence” or best practice within MDA and 5%



LCs’ M&E systems    and promotes learning across sector and MDAs 
and LCs. 

Promotes cross-learning among and between   government wide 
projects and programmes to consolidate best practices  on specific 
sectors, themes and projects.

15%

Disseminates and promotes the utilisation of key research and case 
studies both internally and externally. 

10%

Organise annual learning events to share best practices between 
and among MDAs and LCs.

10%

Provides  any  other  support  required  for  the  establishment  and
operation of a robust national monitoring and evaluation system and
infrastructure 

5%

Occasional duties

The job holder may be required to:

 Attend workshops, seminars, meetings, conferences, etc.

 Perform any other duties assigned

Judgement and Decision-Making

The job holder gives professional and technical advice on monitoring of 
programmes and projects. 

Educational Requirements

A minimum of Master’s degree in the Social Sciences, such as Economics, or  
information related discipline  from a recognized institution.

Related Job Experience

A minimum of 5 years relevant experience 

Competencies/skills

 Planning and organizing skills

 People management skills

 Computer Skills

 Analytical skills 

 Oral and written communication skills

Work environment



The job is largely office-based with minor hazards and moderate exposure to 
physical activities such as prolonged use of the computer. There is also a frequent
requirement to make an early start or late finish.  In addition, staff members are 
expected to show flexibility in their approach to work and be willing to undertake 
other tasks that are reasonably allocated to them but which are not part of their 
regular job description. e.


