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Database Officer 
Terms of Reference 
Reports to:  Monitoring and Evaluation Officer 

Location: Suva, Fiji. Some regional travel may be required  

Duration:  12 months plus 12-month extension option 

ARF Classification:  Locally engaged position 

Overview of Role 

The Database Officer is a new position within the Evaluation and Learning Unit of the Pacific Women 
Shaping Pacific Development (Pacific Women) Support Unit. This role will work with other members of 
the Support Unit to collect, code, validate and analyse data in the Pacific Women database to 
measure program progress and achievements.   

Program Background 

Pacific Women Shaping Pacific Development (Pacific Women) was announced by the Australian 
Government at the Pacific Islands Forum Leaders’ meeting in August 2012. It commits up to $320 
million over 10 years in 14 Pacific Islands Forum member countries. The program aims to improve 
opportunities for the political, economic and social advancement of Pacific women. Pacific Women will 
support countries to meet the commitments they made in the Pacific Leaders’ Gender Equality 
Declaration in 2012. The outcomes sought by Pacific Women are:  

 Women, and women’s interests, are increasingly and effectively represented and visible through 
leadership at all levels of decision making.  

 Women have expanded economic opportunities to earn an income and accumulate economic 
assets.  

 Violence against women is reduced and survivors of violence have access to support services 
and to justice.  

 Women in the Pacific will have a stronger sense of their own agency, supported by a changing 
legal and social environment and through increased access to the services they need.  

Pacific Women is managed by Australia’s Department of Foreign Affairs and Trade (DFAT) and works 
with a wide range of implementing partners, including the 14 partner governments, multilateral 
organisations, international and national NGOs and civil society organisations.  
 
The Pacific Women Support Unit provides the program with logistical, technical and administrative 
support and is in Suva, Fiji, with a sub-office in Port Moresby, Papua New Guinea. The Evaluation and 
Learning Unit, based in Suva, is responsible for implementation of the Pacific Women Monitoring, 
Evaluation and Learning Framework and technical support on monitoring and evaluation.   

Purpose of the Role 

The Database Officer will work closely with other members of the Pacific Women Support Unit to 
collect reliable data against the Pacific Women Monitoring, Evaluation and Learning Framework to 
support program reporting and promote evidence-based projects and programs.  
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The Database Officer will support the day-to-day implementation and operation of the Pacific Women 
database and contribute to its ongoing development. This position will also provide training to other 
members of the Support Unit in the use of the database as well as support to the Papua New Guinea 
sub-office in ensuring alignment of data and systems with that of the regional program.  
 
Under the supervision of the Monitoring and Evaluation Officer, the Database Officer will: 

 Manage day-to-day operations of the database 

 Clean up retrospective data 

 Cross-check project completion reports submitted against existing project progress reports 

 Liaise with partners to verify data, where necessary 

 Make changes and updates to the database in collaboration with the Database Developer 

 Support coding of partners reports into the database 

 Analyse data synthesised through the database, interrogate the data and compile relevant 
statistical reports.  

Roles and Responsibilities 

The roles and responsibilities of the Database Officer will include:  

 Provide ongoing support, technical advice and quality assurance in the use and management 
of the Pacific Women database. This involves clean-up of retrospective data, identification of 
information gaps, coding of partner reports, data validation and analysis to support evidence-
based reporting for the program.  

 Work closely with the Evaluation and Learning Unit to run data analysis reports, prepare and 
analyse quantitative and qualitative data and provide program information to DFAT as 
required.  

 Contribute to the six-monthly review of the database and collate user feedback on the partner 
reporting template (in line with the annual review of the Monitoring, Evaluation and Learning 
Framework).  

 Contribute to the ongoing development of the Pacific Women database including support to 
the Papua New Guinea sub-office, with support from the Database Developer and Monitoring 
and Evaluation Officer.  

 Support the Evaluation and Learning Unit with other day-to-day tasks, including data 
collection, 

 Support or deliver analysis, training and reporting exercises as needed.  

 Duties may be varied from time to time to meet changing program needs. 

Essential Criteria 

 Tertiary qualification in social sciences, development, information systems or other relevant 
discipline or minimum of three years’ experience working in a related field. 

 Demonstrated advanced technical skills in data collection and analysis with Microsoft 
products, especially Excel and Access. Other database programming would be an advantage.  
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 Experience in using databases for the entering, processing, cleaning and extraction of data.  

 Demonstrated skills in data reporting and presenting information in clear and simple figures 
and graphs. 

 Strategic thinking and high-level analytical skills in quantitative and qualitative data collection 
and analysis. 

 Strong communication skills and the ability to train and offer support to database users of 
various levels of data and software literacy. 

 An eye for detail and experience in successfully working within a deadline-driven environment. 
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