[image: image1.emf]








Establishing the Collaborative Process  | Profiling Coordinator ToR

	EXPLANATORY NOTE

This template provides an example of the basic job description, called here the Terms of Reference (ToR) for a Coordinator profiling exercise. 

The ToR has two basic functions:

1. To clearly state the roles and responsibilities of the Profiling Coordinator in the profiling exercise, and

2. To clearly state the competencies needed to fulfil those roles. 


PROCESS FOR DEVELOPING AND ADAPTING THIS DOCUMENT
The role of the Profiling Coordinator differs depending on the organisational structure and human resource needs of each profiling exercise. The ToR should be adapted accordingly
. 
In all cases it is critical for the Profiling Coordinator to have a neutral and collaborative mind-set to work with all of the profiling partners and create an inclusive process. This makes coordination and management competencies in general more important than a technical background.

Because it requires a lot of time for one person to both oversee the process and complete the individual tasks, commonly responsibilities are shared among the profiling partners. For instance, the Profiling Coordinator could be hired to focus on overseeing the process as a whole, which means concentrating on the coordination between partners, facilitating workshops, and identifying when technical partners or people with specific expertise are needed at different stages. It is also common to hire outside consultants to provide support on specific tasks, such as managing the field staff during data collection or drafting the final Profiling Report, both of which may require more specialised skillsets.  
In some cases, however, a Profiling Coordinator may be needed to manage the whole process from start to finish without any additional support or staff, meaning that in addition to strong coordination and management competencies, a technical background and experience doing field research, including designing data collection tools and analysing data, should be sought to ensure that the tasks can be completed in time. 

Referring to the Profiling Coordinator Competency Framework can help identify which competencies would be needed depending on the roles and responsibilities granted to the Profiling Coordinator.
PROFILING COORDINATOR TERMS OF REFERENCE 
I. INFORMATION ABOUT THE POSITION
	Title of the position:
	Profiling Coordinator

	Duty station:
	__________

	Duration:
	__________ months

	Start date:
	__________

	Supervision:
	Profiling Working Group


II. CONTEXT
[Insert a short description of the displacement situation in the country.]
III. OBJECTIVES OF THE PROFILING EXERCISE
[Insert a short description of the profiling exercise as well as its main objectives and expected outputs.]
IV. ROLES AND RESPONSIBILITIES
[Adapt according to the specific role required by the Profiling Working Group]

As the coordinator for the profiling exercise, the Profiling Coordinator is responsible for managing the preparation and implementation of the collaborative process, with a particular focus on the planning, data collection and analysis phases. Specifically, s/he will: 
· Establish and maintain an effective coordination platform for the profiling exercise, e.g. prepare Profiling Working Group meetings and share minutes with all profiling partners in a timely manner;
· Identify relevant stakeholders and partners and ensure their sustained buy-in throughout the profiling exercise;

· Ensure the effective management of the profiling exercise by keeping the profiling objectives in mind, including developing and maintaining a workplan and budget;

· Oversee/lead the development of the methodology and data collection tools of the profiling exercise, including the facilitation of technical development workshops;

· Oversee the implementation of the (qualitative and quantitative) data collection phase of the profiling exercise by:
· Overseeing the recruitment and training of enumerators and other relevant staff (e.g. team leaders, supervisors, administrative assistants);
· Leading the development of training materials and implementation of training;
· Leading the piloting phase including the subsequent revision of data collection tools and process; 

· Oversee the data processing phase of the exercise;

· Lead the (qualitative and quantitative) data analysis and facilitate collaborative data analysis workshops;
· Lead the drafting of the profiling report and facilitate workshops with partners to develop joint recommendations;

· Develop a dissemination strategy for the final report amongst key stakeholders and lead/ facilitate a report launch event;
· Trouble shoot problems arising during the project to ensure that project objectives are reached;

· Any other duties as required to ensure successful completion of the profiling exercise.
V. TIMEFRAME

The profiling exercise is planned to take place between [START DATE] and [ESTIMATED END DATE]. 
VI. REPORTING LINES

The Profiling Coordinator will report to the Profiling Working Group, with the contract-holder providing day-to-day supervision as needed. Depending on the interests and needs of the partners, the Joint IDP Profiling Service (JIPS) may be available to provide remote technical support to the Profiling Coordinator throughout the deployment.
VII. DELIVERABLES
By the end of the profiling exercise the Profiling Coordinator should present a final dataset and Profiling Report, including agreed-upon findings and recommendations. 

VIII. SKILLS & QUALIFICATIONS
Basic minimum qualifications:

· University degree in social or political sciences, law, development studies, or other similar subject or equivalent experience.

· At least 3 - 5 years of progressively responsible work experience, including experience on an international level.
The following competencies are required to fulfil the tasks of Profiling Coordinator: 

· Practical experience in managing collaborative relationships, including facilitating collaborative workshops and meetings. 

· Good analytical skills and ability to understand and apply complex socio-cultural contexts to collected data.
· Good project management skills, including creating work plans, budgeting and delegation of responsibilities.
· Good understanding of capacity building and training techniques.

· Demonstrated leadership, facilitation and group working skills, with the ability to establish good working relations with UN agencies, international and local NGOs, central and local authorities as well as local communities.
[If more technical competencies are needed, add the following to the competencies sought above]
· Practical experience in survey design and methodology, data management and applied statistics.

· Experience in usage of office software; experience in SPSS or other statistical software is an advantage.

· Practical experience in qualitative data collection, including focus groups discussions.
· Practical experience using mobile data collection software, such as Kobo or ODK 

· Good interpersonal and cross-cultural communication skills.  

· Excellent relevant language skills, including drafting skills for reports and communications materials.  
[Adapt depending on profiling partners and displacement context]

The following background is preferred but not required:
· Prior experience working with local or national governments and/or the UN as well as knowledge of the Cluster Approach is an advantage.

· Prior experience in working in displacement situations is an advantage.

� The Profiling Coordinator’s contract is typically held by one of the partners involved in the process that is able to administer such a contract. For the actual recruitment process for the Profiling Coordinator, the ToR may also need to be adapted to that agency or organisation’s standard language for external job descriptions.
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