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Save The Children

International Programming
ROLE PROFILE

	JOB TITLE: CPIMS Coordinator 

	TEAM/PROGRAMME: Humanitarian
	LOCATION: 

	GRADE:                      
	POST TYPE: 

	Child Safeguarding Level 3 - the responsibilities of the post may require the post holder to have regular contact with or access to children or young people

	ROLE PURPOSE: 

The purpose of the CPIMS Coordinator position is to ensure CPIMS+ is functioning well and quality data and information is entered, maintained, analyzed and disseminated for effective reporting and documentation of program activities as per the Child protection minimum standards. She/he will be techinically assisted by  Child prorection specialist. And will be managing others NGOs CPIMS+ databases and sending FTR cases to Regional office on Monthly or as per the request. 


	SCOPE OF ROLE: 

Reports to:  Child Protection Manager 
Staff directly reporting to this post: camp based data entry clerks (3 in #) 


	KEY AREAS OF ACCOUNTABILITY:
· Manage CPIMS+/Primero Across all Ethiopia  

· Manage CPIMS data base of all IPS Child protection implementing Partners Esp.; Plan, DRC and etc. 

· Actively participate on Information Management Working Group Meeting and others.
· Support the Preparation and delivery of technical trainings on CP IMS, Data management, provide coaching and technical support to the field officers and data clerks as needed.

· Managing CPIMS + by making sure that it is functioning well.

· Customizing CPIMS + database when need together with the CP working group.
· Match inquirer information against UASC for reunification purpose. 

· Exporting data and importing data,
· Review case load and monitoring statistics with the CP IMS data entry clerks; setting targets for case follow-ups and closure and identifying gaps as appropriate.

· Maintain an appropriate filling system of received, open and closed cases as received from field sites and from other partners.

· Implement the Data Protection Policy and appropriate standards for confidentiality of the information on the children at Gambella and monitor staff and other partners’ adherence to it under the leadership and authority of the CP IMS Specialist.

· Support the preparation and attend the CPIMS taskforce.

· Orientate new data entry staff on CPIMS before they start working.
· Making sure that data protocol is in place in all Camps.

· Making sure that data Entries are fully engaged with their roles and responsibilities.

· Addressing issues to Line manger if there is a gap on data quality for further fulfillment.
· Assure protection of the systems and data by performing at least one system back up. 

· Ensure that confidentiality of data collected and stored are maintained

· Ensure that data entry work is implemented as planned and in line with Save the Children policies and procedures and meet the expected standards.

· produce High quality, analytical reports and supply to SC program on regular basis 
· Other duties as assigned like IT related Issues.
· Support staffs with IT related issues whenever requested  
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