State Jharkhand
Child in Need Institute CINI
Job Profile

Project: 	                                           Intensified Malaria Elimination Project IMEP-03. (GFATM)          
Job Title:				Data Entry Operator.
Place of Work:	Ranchi, Jharkhand.
Reports to:	                                         	Monitoring and Evaluation Coordinator
No. of Posts:				01 Nos.                                                                        
Duration:                                                   	Sep.2025 to March 2027, with prospects of extension based       
                                                                        on performance and fund availability.
Introduction
Child in Need Institute (CINI) is a national-level award-winning non-profit organization registered in 1974 in West Bengal with state offices in Assam, Odisha and Jharkhand. The organization has been implementing programs as well as is a key technical partner of various government departments to demonstrate models in improving the quality of lives of children, adolescents and women in need. CINI’s core model is based on the CINI method that promotes a rights-based convergence approach which has so far attracted the attention of policymakers and other different actors of the development sector, and which has proven to be an effective design to promote local-level solutions for improving care and protection of Children. 
Project: Intensified Malaria Elimination Project-3 (IMEP-3)- GFATM. 2024 to 2027.
National Vector Borne Disease Control Program (NVBDCP) is implemented in the States/UTs for prevention and control of vector borne diseases (VBDs) namely Malaria, Dengue, Chikungunya, Filariasis, Japanese Encephalitis (JE) and Kala-azar.  The Directorate of NVBDCP is the nodal agency for planning, policy making, technical guidance and monitoring and evaluation of program implementation in respect of prevention and control of these vector borne diseases under the overall umbrella of NHM. 

The Global Fund is supporting “Intensified Malaria Elimination Project-3 (IMEP-3)” for the grant period April 2024 – March 2027 within the existing framework of National Centre for Vector Borne Diseases Control (NCVBDC). Under the IMEP-3 grant, CINI has been selected as Sub-Recipient to work in the identified high endemic Blocks of the respective Districts of Jharkhand namely Khunti, West Singhbhum (Chaibasa), Pakur & Godda.

It is expected to fulfil the objectives within the implementation period:

· To ensure early diagnosis and prompt treatment of malaria in the hard-to-reach tribal pockets of district.
· To improve community participation and engagement in the malaria prevention and control program for case management/follow-ups, surveillance, vector control and behavior change communication.
About the Position: - 
The Data Entry Operator (DEO) will play a vital role in ensuring the smooth functioning of the Intensified Malaria Elimination Project (IMEP) by managing all aspects of data entry, validation, and reporting. The DEO will be responsible for timely and accurate recording of malaria-related information, including surveillance, diagnosis, treatment, and intervention data, into prescribed MIS platforms. By maintaining data accuracy and integrity, the DEO will support effective monitoring, evaluation, and decision-making processes at the state, district, and block levels. The position requires close coordination with field teams, District Malaria Officers, and the State Program Management Unit to ensure seamless data flow across different levels. The DEO will also generate regular analytical reports and dashboards to support program reviews and donor reporting, thereby contributing directly to project accountability and progress under GFATM and NVBDCP guidelines.


Data Entry Operator
· [bookmark: _Hlk211345689]Interested candidates must also fill the following google form by 22nd October 2025 :- https://forms.gle/u4o52abLgQ7wuL368

Job Description: 
· Enter malaria surveillance, diagnosis, treatment, and intervention data into prescribed MIS platforms (NVBDCP-MIS/IHIP/Public Health Portal). Maintain accurate and updated digital as well as physical records. Ensure timely submission of data from blocks/districts to the State and National level.

· Verify completeness and correctness of data before entry. Identify, flag, and correct discrepancies or missing entries in coordination with field teams. Maintain confidentiality, security, and integrity of all project data.

· Generate and share daily/weekly/monthly/quarterly data reports as per project requirements. Prepare data summaries, charts, and dashboards for program reviews. Support the M&E team in developing evidence-based reports and presentations.

· Liaise with District Malaria Officers, field staff, and State Program Management Unit to ensure smooth data flow. Provide guidance to field teams on data recording and reporting formats. Assist in data-driven planning and decision-making at district/state level.

· Participate in orientation/refresher trainings on MIS tools and reporting protocols. Ensure adherence to GFATM, NVBDCP, and organizational standards of data management. Uphold ethical norms in handling sensitive health data.

· Support field visits, program reviews, and documentation exercises. Undertake any other data-related responsibilities as assigned by Project Coordinator/State Program Manager.
[bookmark: _Hlk206347715]
Competencies:
· Proficiency in data entry, database management, and spreadsheet analysis.
· Knowledge of public health reporting systems and malaria program data.
· Strong attention to detail with ability to maintain accuracy under tight timelines.
· Good communication and coordination skills.
· Ability to work collaboratively with field staff and government officials.
· Commitment to confidentiality and ethical data handling.

Expected Travel:  50% of the working days in a month need to be spent on field visits in all project areas according to the requirement.

Educational Qualification (Essential): 
· Graduate in Computer Applications / Information Technology / Statistics / Social Sciences OR equivalent.
· Certificate/Diploma in Computer Applications with proficiency in MS Office (Word, Excel, PowerPoint) and internet usage.
· Additional certifications in Data Management, GIS, or Health Information Systems are preferred.

Desirable Experience
· Minimum 02 years of experience in data entry, MIS management, or reporting in public health projects.
· Prior experience with NVBDCP / IHIP / GFATM or other national health program portals preferred.
· Experience in working with NGOs, government health departments, or development partners.
· Language- Hindi and English.

CTC:  25,000 /-Per Month.

How to Apply:

· [bookmark: _Hlk211345929]Interested candidates must also fill the following google form by 22nd October 2025 :- https://forms.gle/u4o52abLgQ7wuL368

"CINI is an equal opportunity employer. Eligible female / third gender candidates are strongly encouraged to apply for this position. "

"Child In Need Institute follows the Child Protection Policy, Sexual Harassment at Workplace policy, and all HR-related policies."

