4.1 
JAM coordinator ToR (Example)
A) Standard Terms of Reference for Coordinators (WFP and UNHCR)

Context 

2 short paragraphs adapted from ToR

Duties and responsibilities

1) Preparations and secondary data analysis


Ensure that the Terms of Reference for the JAM is agreed and finalised;


Plan the JAM process – develop detailed timeline and work plan;


Identify the sector experts and other members of the JAM team, including report writer;


Liaise with HQ/regional bureau for technical support if necessary;


Supervise and conduct secondary data review: 


Supervise the sector experts and feed into the secondary data collection review;


Identify information to collect and appropriate data collection methods; and


Organise information in the information matrix (and update it throughout the JAM process).


In collaboration with sector experts and senior management, identify the need for any in-depth assessments after review of secondary data and ensure their organisation, if any. 

2) Field visit preparations


Develop qualitative data collection tools (information checklists, key informant interview questions, focus group discussion guidelines), debriefing format and analysis plan;


Lead/facilitate the JAM team preparation and training sessions; and 


Finalise field visit itinerary and logistics arrangements (with the support of WFP and UNHCR staff).

3) During field visits


Supervise the field visit team leaders, logistics/administration support personnel and report writer (if any);


Facilitate cross-sectoral daily debriefings; 


Support teams to develop appropriate analysis based findings during daily debriefings and analysis sessions;


Liaise with UNHCR/WFP security officers to ensure that security regulations are adhered to during the field visit ; and


Liaise with report writer (if any) to ensure that key findings are incorporated into the report (or ensure key findings are incorporated in the report, if coordinators are assigned as report writers).

4) Analysis, finalisation of JAM and JPA


Assist report writer (if any) in finalisation of the report and further development of recommendations (or ensure finalisation of report and development of further recommendations, if coordinators are assigned as report writers); 


Organise and facilitate the presentation of JAM findings to senior management;


Organise the donor/partner debriefing;


Organise the JPA workshop (with UNHCR/WFP programme staff); and


Write the JPA based on the workshop for senior management approval.

Profile

· Good management skills;
· Experience in conducting and/or leading field assessments;

· Analysis skills; and
· Participated in a JAM training and has experience from a previous JAM (preferably)

If identified JAM coordinators have not previously participated in a JAM they will have to be provided with an orientation on the JAM process and their roles and responsibilities throughout the process before taking on the role of JAM coordinator.

