[image: ]
 CHILD IN NEED INSTITUTE (CINI)
STAFF/CONSULTANT REQUISITION FORMAT
	Division or Unit
	CINI Jharkhand

	Project or Program
	Health Assessment Survey

	No. of vacancies
	1 (One)

	Type of employment
	Consultant

	Duration of contract
	Oct – Dec’2026

	Level
	Program

	Designation
	Data Entry and Quality Manager

	Location
	CINI Jharkhand State Office

	Reporting to
	Program Manager

	Qualification
	· Graduate in Computer Applications, Information Technology, Statistics, Mathematics, Data Science, Social Sciences, Public Health, Management or a related discipline.

Preferred:
· Postgraduate qualification in Statistics, Data Management, Public Health, Development Studies, Data Science, Social Work or a related field.
· Candidates with strong practical experience in survey/data management may be considered where appropriate.

	Expected travel
	Travel to implementation slums for survey work. 

	Experience/Competencies
	· Minimum 2–3 years of relevant experience in data entry, data management, survey data processing, monitoring and evaluation, research or quality assurance.
· Experience managing large-scale household/community survey data will be preferred.
· Experience with health/NCD data will be an added advantage.
· Experience working with NGOs, development programmes, public health programmes or research organisations will be preferred.
· Experience managing digital data-collection platforms will be highly desirable.

Technical Skills:
· MS Excel – essential.
· Data cleaning and validation.
· Pivot tables, filters and basic formulas.
· Data sorting, coding and reconciliation.
· Digital data-collection platforms such as KoboToolbox, ODK, SurveyCTO or similar.
· Google Sheets / cloud-based data systems.
· Basic data analysis and reporting.

	Job Description
	· Attached as Annexure to this RECTM.



	Cost to Organization
	Rs.37,500 CTC (50 days of Consultancy@Rs.750/- per day)
Deductions will be made as per IT rules.

	Mode of Notification
	Internal/Indeed Job posting







Requested By				Reviewed By			Approved by State Head
Name: Subhadeep Adhikary
Date: 05.10.2026
 















Job Description
Position: Data Entry and Quality Manager
Organization: Child in Need Institute (CINI), Jharkhand Unit.
Location: CINI Jharkhand Unit
Closing date: 11th Oct’2026

About the Organization:

CINI is a 50 years old non-profit, non-government organisation (NGO) registered under the Societies Registration Act, 1860 in India. Over more than five decades, we have been partnering with central and state government, national and international donors, non-government organisations and local communities to strengthen the capacity of deprived children and women to improve their health, nutrition, education and protection conditions. Distilling international and national experience, we seek to learn from the poor to improve our interventions in under-serviced rural and urban areas. We aim at strengthening local governance processes that give marginalised and poor communities a voice and influence national policy. Founded in 1974, Child in Need Institute (CINI) with an experience of 50 years, reaches out to over 7 million population in the states of West Bengal, Jharkhand, Odisha, Assam, Madhya Pradesh and Chhattisgarh. CINI received the National Award for child Welfare twice in 1985 and 2004. CINI is accredited by the Credibility Alliance in India and is registered with the Tata Institute of Social Sciences Corporate Social Responsibility Database. CINI has been working in Jharkhand since 2002 and is recognized as one of the Technical Support Agency, extending support to the Department of Health & Family Welfare, Department of Women, Child Development & Social Security, Department of Youth, Culture and Sports, Department of Labour, Employment, Training & Skill Development and Department of School Education & Literacy. 

Our Mission: To ensure that children and adolescents achieve their rights to health, nutrition, education, protection and participation by making duty bearers and communities responsive to their well-being. 

Our Vision: A friendly and responsive community where children and adolescents achieve their full potential. 

Our Values:
· Accountability: We take responsibility for using resources effectively and efficiently and being accountable to parents, communities and above all, children
· Collaboration: We seek to collaborate with children, parents, women, communities, government and partners to empower children to develop into active citizens and access basic services and opportunities as a matter of right.
· Caring: We believe in respecting each other and supporting care givers in caring for children and preventing all forms of harm in the communities that we serve
· Integrity: We aspire to live to the highest standards of personal and organization integrity and always act for the best interests of children.
	





Scope of Work:

The Data Entry and Quality Manager will be responsible for managing the end-to-end data management and quality assurance process for household surveys, community surveys, NCD screening and related project activities. The position will ensure that data collected by Community Surveyors and Clinical Surveyors is complete, accurate, consistent, properly documented, securely maintained and submitted within the required timelines.

The Data Entry and Quality Manager will work closely with field survey teams, supervisors and the project management/technical team to identify data-quality issues, undertake validation and reconciliation, monitor survey progress, and generate accurate datasets and reports for project decision-making.

Key Responsibilities

A. Data Management and Entry
· Manage the receipt, compilation, entry and processing of household survey and NCD screening data.
· Enter data accurately into prescribed databases, spreadsheets or digital data-management systems where paper-based forms are used.
· Monitor data received from digital data-collection platforms such as KoboToolbox, ODK, SurveyCTO, Google Forms or other project-approved systems.
· Maintain a systematic database of all surveyed households and screened individuals.
· Ensure unique identification/coding of households and respondents.
· Maintain separate or appropriately linked datasets for:
· Household survey information.
· Demographic information.
· BP screening.
· Blood glucose screening.
· Referral information.
· Follow-up information, where applicable.
· Ensure regular backup and secure storage of project data.

B. Data Quality Assurance
· Develop and implement systematic data-quality checks and validation protocols.
· Review submitted data for:
· Missing values.
· Duplicate records.
· Incomplete questionnaires.
· Inconsistent responses.
· Invalid values/ranges.
· Incorrect coding.
· Logical inconsistencies.
· Unusual or outlier values.
· Incorrect household/respondent identification.
· Conduct daily/weekly data-quality reviews during active survey periods.
· Generate data-quality queries and share them with the relevant Surveyor/Supervisor for correction.
· Track corrections and ensure that identified errors are resolved.
· Maintain a data-quality issue tracker.



NCD Screening Data Quality
For BP and blood glucose screening data, the Data Entry and Quality Manager will:
· Verify completeness and consistency of BP and blood glucose records.
· Check whether required fields such as date, respondent ID, age/sex and screening results have been recorded.
· Identify physiologically implausible, incomplete or unusual readings for verification.
· Flag records requiring field-level verification without independently changing clinical measurements.
· Ensure that repeat readings, where required by the screening protocol, are properly recorded.
· Reconcile screening records with referral records.
· Monitor the number and proportion of screened individuals requiring referral according to the approved project screening/referral criteria.
· Ensure that clinical data is not altered without proper verification and authorisation.
· Maintain confidentiality of all health-related information.
Important: The Data Entry and Quality Manager will not interpret screening data for diagnosis or provide clinical advice unless separately qualified and authorised to do so.

Field Data Reconciliation
· Regularly reconcile the number of households assigned, visited and completed.
· Compare field progress reported by Community Surveyors with actual records received in the database.
· Compare NCD screening targets with the number of individuals screened.
· Identify discrepancies between field registers, paper forms and digital databases.
· Coordinate with field supervisors to resolve discrepancies.
· Track pending, incomplete, rejected and corrected records.
· Maintain a survey coverage and completion tracker.

Data Validation and Back-Checks
· Support the development of a suitable data-validation framework.
· Conduct random checks/back-checks of submitted records as required.
· Coordinate with field teams to verify selected household or screening records.
· Identify patterns of repeated errors or poor-quality data from individual surveyors.
· Escalate serious or repeated data-quality concerns to the Project Manager.
· Recommend corrective measures, refresher training or additional supervision where required.

Data Cleaning and Dataset Preparation
· Conduct systematic data cleaning before analysis.
· Maintain clean, structured and analysis-ready datasets.
· Develop appropriate coding and categorisation systems.
· Ensure consistency in spelling, coding, village/household identifiers and other key variables.
· Maintain a data dictionary/codebook where required.
· Document all major data-cleaning decisions and changes.
· Maintain version control of datasets.
· Ensure that the original/raw dataset is preserved and not overwritten.

Reporting and Data Visualisation
Prepare regular data-based reports and dashboards for project management, including:
· Daily/weekly survey progress.
· Household coverage.
· NCD screening coverage.
· BP screening summary.
· Blood glucose screening summary.
· Referral numbers.
· Data-quality status.
· Pending/incomplete records.
· Surveyor-wise performance.
· Geographic/village-wise coverage.
· Key data-quality observations.

Coordination and Technical Support
· Coordinate closely with Community Surveyors and Clinical Surveyors.
· Provide guidance to field teams on correct completion of survey forms and digital data-entry processes.
· Support troubleshooting of digital data-collection issues.
· Participate in surveyor orientation/training on data-quality requirements.
· Clarify questionnaire coding, skip patterns and data-entry procedures.
· Coordinate with technical/clinical personnel where clarification is required regarding NCD screening records.
· Participate in periodic review meetings with the project and donor team, and make presentations as and when required.

Data Security, Privacy and Confidentiality
The Data Entry and Quality Manager will be responsible for ensuring that all personal, household and health-related information is handled securely.
Key responsibilities include:
· Maintain confidentiality of respondent information.
· Restrict access to datasets to authorised personnel only.
· Use password-protected systems where applicable.
· Avoid sharing identifiable data through unauthorised channels.
· Ensure secure storage and backup of datasets.
· Follow applicable organisational data-protection and privacy policies.
· Ensure that reports shared externally are appropriately anonymised where required.
· Never disclose an individual's health or screening information without appropriate authorisation.

Documentation and Record Management
Maintain and organise:
· Raw datasets.
· Clean datasets.
· Data-entry files.
· Data-quality trackers.
· Surveyor-wise performance records.
· Household coverage trackers.
· NCD screening databases.
· Referral trackers.
· Data dictionaries/codebooks.
· Data-validation reports.
· Correction logs.
· Backup records.
· Final datasets and reporting files.

Expected Deliverables
The Data Entry and Quality Manager will ensure:
· A regularly updated and accurate master database.
· Daily/weekly data-quality and progress trackers.
· Timely identification and resolution of data errors.
· Clean and analysis-ready datasets.
· Accurate survey and NCD screening reports.
· Properly maintained referral and follow-up databases, where applicable.
· Documented data-cleaning and validation processes.
· Secure backup and version-controlled datasets.
· Timely submission of datasets and reports to the Project Manager.


To apply: Please mail your CV detailing your interest and past experiences to Child in Need Institute (CINI) at adminjhk@cinindia.org with the subject line ‘Application for the post of Data Entry and Quality Manager’ in the subject line. Candidates willing to join immediately will be preferred and given priority. No telephone inquiries, please.
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