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Data & Knowledge Manager, MENA ToR 2017 

Full-Time. Based in Turkey, Lebanon or Jordan with 30% Travel 
 

Who we are:  

Integrity sets the international standard for ethically delivered, expert services in challenging, 

complex and fragile environments. We work to assist our clients in the international 

community and the global private sector to transform conflict and build stability, 

accountability and prosperity. We aim to help our clients succeed in fragile and challenging 

environments while building trust and giving a voice to local people.  

We deliver five key services: programme management and implementation / programme 

design, monitoring and evaluation / stakeholder engagement / capacity development / 

research and analysis.  

Our services are underpinned by the principles on which the company was founded: an 

expert understanding of local context, ethical procurement and contracting, and a 

commitment to high quality work. Through our project delivery we fulfil our mission to build 

local skills and capacity by investing in sustained and equitable relationships with local 

partners. 

Integrity employs a multinational team of project managers and implementers, thematic and 

regional experts, researchers, evaluators and analysts with years of experience delivering 

complex programmes in fragile geographies across Africa, Asia and the Middle East. 

Further information about Integrity can be found at www.integrityglobal.com.  

Scope of work:  

The Data and Knowledge Manager, MENA (DKM/M) is a management position within 

Integrity’s Directorate Operations based in MENA. The role offers an experienced 

professional the chance to develop Integrity’s Data and Knowledge Management (DKM) 

services for projects across the region. DKM/M sits on Integrity’s DKM Committee, with 

group oversight of Integrity’s DKM direction, coordination and feedback to ensure effective 

strategic and operational DKM support is provided to the company. The role is managed by 

Director Operations and will work closely with the DKM team in London. 

 

 

 

http://www.integrityresearch.com/
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Terms of Reference: 

DKM/M is a key part of the team responsible for nurturing Integrity’s growing reputation as a 

provider of DKM services to its sector. The role requires demonstrable competence building 

and maintaining strong working relationships with both internal and external clients across 

multiple geographies. The DKM/M will be an innovative, driven individual with a proven track 

record of successful delivery of data and knowledge management service. The DKM/M role 

requires personal skills and sector knowledge to understand client demands, the technical 

skills to create tailored solutions and the operational skills to train and institutionalise the 

DKM internally. 

A.   Project delivery and support (60%) 

• Provide billable DKM services to the MENA portfolio including programme 
information management systems (out-of-the-box and/or bespoke), data collection 
tools and communications platforms. 

• Initiate, provide and enable data visualisation (including infographics, map-based 
visualisations, interactive dashboards) for proposals and project deliverables. 

• Ensure Integrity’s MENA portfolio meets the company’s information security protocols 
and facilitate best practice across the MENA team. 

• Provide DKM leadership and expertise in MENA in coordination with the London-
based DKM team. 

• Enable timely procurement and configuration of IT hardware. 

B.   Business development and relationship management (20%) 

• Identify, analyse and realise donor demand for DKM services in MENA. 

• Identify DKM opportunities and build relationships with clients, consultants and 
partner organisations, demonstrating Integrity’s ‘toolkit’ and track record. 

• Build a network of regional DKM consultants to meet demand and services. 

• Design and maintain Integrity’s MENA DKM Capability Statement and external 
communication materials. 

• Ensure DKM representation at, and contribution to, relevant MENA events, seminars 
and training programmes. 

C.   DKM strategy delivery and development (20%) 

• Contribute to DKM strategy and the DKM Committee. 

• Be responsible for Integrity’s DKM systems and structures in MENA in line with 
company policy and procedure. 

• Identify new DKM systems and processes to improve efficiency. 
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• Facilitate Integrity’s compliance with all relevant UK, EU and client-specific
information security legislation.

• Provide MENA regional DKM incident response and support.

• Responsible for delivering DKM inductions and regular training for all MENA team
members.

Education and Experience: 

The candidate will have: 

• 3+ years’ experience providing DKM services to regional projects, ideally in MENA-
focused international development.

• Proven ability to build and maintain client and team relationships.

• Strong written and verbal communication in English.

• Proven IT asset management experience.

• Experience administering/using Open Data Kit services, JavaScript,
qualitative/quantitative analysis software, data visualisation.

• Ability to work under pressure, to tight deadlines and in handling difficult situations.

Desirable: 

• Qualification in a relevant field up to Bachelor degree level.

Competencies: 

The candidate will be able to: 

• Seek best practices inside and outside Integrity to anticipate change.

• Take new initiatives aimed at improving team performance.

• Independently engages in tasks requiring interpretation of complex and often vague
sets of information.

• Look for ways to add value beyond customers immediate requests and act on them.

• Promote and encourage others to keep up to-date with Integrity’s rules, structures,
decision-making processes, networks, relationships and environment.

Languages: 

• Written and oral fluency in English.

• Fluency in Arabic.
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How to apply:   

If you are interested in applying for this position, please complete the application form at 

www.integrityglobal.com/apply and attach a CV and Cover Letter at the bottom of your 

application. 

Closing date for applications: 30 November 2017 

Please be advised that only shortlisted applicants will be contacted.   

Candidates must have the right to work in Turkey  

Integrity is an equal opportunities employer. And positively encourages applications from 

suitably qualified and eligible candidates regardless of sex, race, disability, age, sexual 

orientation, gender reassignment, religion or belief, marital status, or pregnancy and 

maternity. We will respect your confidentiality and abide by UK data protection laws.   
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	Data & Knowledge Manager, MENA ToR 2017
	Full-Time. Based in Turkey, Lebanon or Jordan with 30% Travel
	 Seek best practices inside and outside Integrity to anticipate change.
	 Take new initiatives aimed at improving team performance.
	 Independently engages in tasks requiring interpretation of complex and often vague sets of information.
	 Look for ways to add value beyond customers immediate requests and act on them.
	 Promote and encourage others to keep up to-date with Integrity’s rules, structures, decision-making processes, networks, relationships and environment.

	DKM MENA FRONT.pdf
	Head of Implementation, Terms of Reference, 2017
	Full-time, Based in London with up to 25% travel.
	B. Design (25%)
	 Develop and sustain strong working relationships with key government clients and other relevant accounts.
	 Contribute to and lead on technical design of new Integrity opportunities, from identification and pre-positioning to writing and submitting technical proposals.
	 Work with the Integrity team to provide constructive quality assurance of technical and commercial offers on selected new programmes and/or bids.
	 Contribute to market shaping by constructively engaging with emergent programmes and delivery concepts.
	D. Learning (5%)
	E. Staff Management (20%)
	F. Corporate Management (10%)
	 A Bachelor’s degree in a relevant field or equivalent experience.
	 At least 12 years’ experience working in the development sector, at least 5 of which in a management capacity and at least 2 of which have been in a senior – ideally executive - management position at a private sector development service provider.
	 At least 5 years’ experience working and delivering development programming in beneficiary countries.
	 Write and communicate fluently and articulately in English.
	 Flexibility and drive – adapt comfortably and effectively to a variety of situations, turn obstacles into opportunities, and able to work to tight deadlines.
	 Client orientation & proactive problem-solving – able to understand clients’ needs and translate them into practical solutions.
	 Develop and manage relationships with a diplomatic and personable approach.
	 Demonstrate strong communication skills – able to communicate clearly and concisely, both verbally and in writing.
	 Leadership - works well both independently and in teams.
	 Leadership – inspires confidence from colleagues at all levels of the organisation, understanding balance between independence and communication/coordination.
	 Company institutional development – contributes to the strategic development of the organisation.
	 Develop and deliver projects in a considered and methodical manner.
	 Inspiration – drive for change and improvement, not accepting the status quo.
	 Work under pressure and to tight deadlines.
	 A trusting and empowering approach to mentoring and managing colleagues.
	 Personal commitment, flexibility and efficiency.

	Head implement front cover.pdf
	Regional Head MENA, ToR 2017
	Full-Time. Based in Beirut or Istanbul with travel.
	 Execute Integrity’s strategy in MENA and ensure understanding, buy-in and uptake at all levels of the company.
	 Line management of and support to senior Integrity personnel in MENA, as well as select junior staff and programme consultants.
	 Ensure efficient financial and administrative processes in MENA and between MENA and London in close cooperation with Directorate Corporate.
	 Ensure efficient and constructive communications with London HQ including regular high-quality summaries and forecasts of pipeline, finances, risk and project delivery.
	 Consolidate, grow and diversify Integrity’s MENA client base.
	 Drive and ensure a sufficient, reliable pipeline of MENA work able to meet agreed financial targets.
	 Drive and ensure the transition of pipeline opportunities into active pre-positioning and successful proposal processes.
	 Lead key proposal processes for regional opportunities.
	 Quality-assure and oversee delivery of the MENA regional portfolio.
	 Project Direct select flagship projects/programmes.
	 Support the safety of all Integrity staff and consultants working in MENA by managing the MENA Operations Manager, and through close collaboration with HQ-based Directorate Operations staff.
	 Ensure regional support to the security, logistics and safe delivery of all projects in MENA, in close consultation with Directorate Corporate and Directorate Operations.
	 Understand, analyse and effectively communicate security, reputational, delivery, resource and pipeline risks.

	Competencies:
	 Fluent and articulate spoken and written English a must.

	RH MENA Front.pdf
	Project Officer East Africa, Location ToR 2016
	Full-Time. Based in London with up to 50% Travel
	 Overview and briefing: Maintaining a detailed overview of all planned and actual project work. Brief management as required.
	 Contracting: Assist with drafting contracts once client contracts are issued.
	 Logistical: Ensuring smooth deployment of people and resources through the procurement of flights, visas, letters of entry, consultant deployment checklists and movement of funds.
	 Administrative: Maintaining streamlined, well-organised project folders and administrating effective Podio spaces for the region and projects.
	 Ongoing project management support (proposal stage, implementation stage and wrap up) including updating the project code list and other administrative tasks.
	 Financial management: Track consultant delivery time across projects and collect timesheets. Liaise with consultants and clients to prepare and process timesheets and invoices.
	 Research: Depending on the requirements of the project at hand, conduct research to support the development of deliverables.
	 Input substantially on project proposals, including conducting background research and drafting sections as needed;
	 Meet with consortium partners in London where relevant to developing strong project proposals;
	 Liaise with Operations Manager HQ and the Proposal Lead to support the production of Risk Matrices;
	 Assist with research into and preparation of financial proposals and budget;
	 Assist the Business Development team with consultant selection, interviewing and relationship management, and developing consultant networks in the region.
	 Ensuring the team maintain an accurate record of staff and consultant movements in the movement planning spreadsheet.
	 Assist OM HQ to map out active projects, define start and end dates and monitor how human resources are spread across all work delivered.
	 Support the management of consultant deployment by delivering sound administration and assisting tracking personnel in the field.
	 Contribute to briefings of deploying consultants including attending, briefing on some sections and organising briefing schedules.
	 A relevant Bachelor’s degree
	 Minimum 2 years’ experience with an international organisation
	 Strong team player with confidence, humour and patience
	 Demonstrable experience in coordination, logistics, IT, finance and admin
	 Research skills
	 Strong attention to detail
	 Excellent communication skills
	 Proven writing aptitude
	 Degree level education
	 Written and oral fluency in English
	 Fluency in an African language or French is highly desirable



	11-06-17 Head Implementation ToR ME Edit.pdf
	Head of Implementation, Terms of Reference, 2017
	Full-time, Based in London with up to 25% travel.
	B. Design (25%)
	 Develop and sustain strong working relationships with key government clients and other relevant accounts.
	 Contribute to and lead on technical design of new Integrity opportunities, from identification and pre-positioning to writing and submitting technical proposals.
	 Work with the Integrity team to provide constructive quality assurance of technical and commercial offers on selected new programmes and/or bids.
	 Contribute to market shaping by constructively engaging with emergent programmes and delivery concepts.
	C. Learning (5%)
	D. Staff Management (20%)
	E. Corporate Management (10%)
	 A Bachelor’s degree in a relevant field or equivalent experience.
	 At least 12 years’ experience working in the development sector, at least 5 of which in a management capacity and at least 2 of which have been in a senior – ideally executive - management position at a private sector development service provider.
	 At least 5 years’ experience working and delivering development programming in beneficiary countries.
	 Write and communicate fluently and articulately in English.
	 Flexibility and drive – adapt comfortably and effectively to a variety of situations, turn obstacles into opportunities, and able to work to tight deadlines.
	 Client orientation & proactive problem-solving – able to understand clients’ needs and translate them into practical solutions.
	 Develop and manage relationships with a diplomatic and personable approach.
	 Demonstrate strong communication skills – able to communicate clearly and concisely, both verbally and in writing.
	 Leadership - works well both independently and in teams.
	 Leadership – inspires confidence from colleagues at all levels of the organisation, understanding balance between independence and communication/coordination.
	 Company institutional development – contributes to the strategic development of the organisation.
	 Develop and deliver projects in a considered and methodical manner.
	 Inspiration – drive for change and improvement, not accepting the status quo.
	 Work under pressure and to tight deadlines.
	 A trusting and empowering approach to mentoring and managing colleagues.
	 Personal commitment, flexibility and efficiency.






