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Job Description
1. Position Summary:

	Job title:
	Planning and Reporting Officer 

	Reporting line:
	Team Leader:  Planning and Reporting

	Staff Category
	Full-time contract employee 

	Grade 
	E

	Major Responsibilities:
	The incumbent is responsible for coordinating the development of annual plans and reports to donors and consolidating those plans and reports to create organization-wide tools.  Each will work individually to address the planning and reporting needs of a portfolio of donors.  As a team, they will consolidate these documents to provide organization-wide tools and documents.


2. Duties & Responsibilities:
	Accountability:
	Specific Activities:

	1.
Planning

	· Receive data for annual work plans, log frames and other planning tools and place them in format required by the donor.

· Review, edit and check plans for completion, accuracy and clarity before submitting to Team Leader: Planning and Reporting.

· Consolidate donor plans into an overall organizational annual work plan that is tied to KHANA’s strategic plan.

· Serve as an internal resource, developing planning tools for planning and managing short term projects and events.

	2.
Reporting

	· Receive data for periodic and special reports and place them in format required by the donor.

· Review, edit and check reports for completion, accuracy and clarify before submitting to Team Leader:  Planning and Reporting.

· Consolidate donor reports into annual and special reports that reflect the totality of KHANA’s work. 

· Respond to ad hoc data requests from donors.

· Reformat data, as needed, for inclusion in publications and presentations.

· Submit all non-proprietary reports to the USAID Development Experience Clearinghouse

	3.     General


	· Participate in scheduled meetings of the Strategic Information team and other teams as assigned.

· Provide assistance to other Project Teams and colleagues at KHANA when and where appropriate.

· Perform other related tasks as assigned.


3. Person Specifications:

	Education & Training
	· Bachelor’s degree in business or other relevant field



	Experience
	· 2 years relevant experience

· Experience using planning tools such as log frames and work plans

	Skills
	· Demonstrated knowledge of donor reporting requirements

· Excellent writing skills in Khmer and English



	Personal Qualities

(Include things like honesty/integrity, work commitment, hardworking, flexibility, work transparency…..etc.)
	· High commitment, honesty 
· Team spirit and sense of flexibility 
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