Data Entry Operator 
The International Planned Parenthood Federation (IPPF) is a global sexual and reproductive health (SRH) service provider and is a leading advocate of sexual and reproductive health and rights (SRHR) for all. IPPF is a global movement of more than 120 national organizations, referred to as Member Associations (MAs), working with and for communities and individuals, especially the vulnerable and marginalised. IPPF-Humanitarian is a global team,  managing the humanitarian program across the federation, in close coordination with regional offices.  
The SPRINT Initiative, Sexual and Reproductive Health (SRH) Program in Humanitarian Settings, a program funded by the Australian government and hosted by the International Planned Parenthood (IPPF), was designed to address gaps in Minimum Initial Service Package (MISP) implementation identified in a global evaluation undertaken by the Inter-Agency Working Group (IAWG) on Reproductive Health. The overall goal of the SPRINT program is to improve health outcomes of crisis-affected populations by reducing preventable sexual and reproductive health morbidity and mortality. The program purpose is to increase timely access for crisis-affected populations to life-saving sexual and reproductive health services as outlined in the MISP. 
We are looking for a focused data entry operator to input data into the new IPPF humanitarian online database. The data entry operator will liaise with and follow up with the relevant staff within the IPPF Humanitarian team as well as with the IPPF MAs to collect information. The data entry operator will capture the data into relevant databases (DHIS2) in a timely and accurate manner and  identify and correct errors, and swiftly bring them to the attention of relevant team members, where necessary.

Data Entry Operator Job Responsibilities:
· Enter humanitarian service/client-related data from all of IPPF’s humanitarian responses undertaken since 2021 into the new humanitarian DHIS2 platform.
· Prepares, compiles, and sort source documents (humanitarian response reports) and information for data entry in the computer.
· Compiles and processes data from the source documents (humanitarian response reports) by reviewing data for deficiencies. Verifies entered humanitarian data with the source documents by reviewing, correcting errors, deleting, or re-entering data, avoiding duplication and organizing the information in a manner that will optimize swift and accurate capturing.
· Resolves deficiencies, missing information and errors by reviewing incomplete documents with the relevant IPPF Humanitarian team or member association. 
· Maintains data entry requirements by following data program techniques, policies, and procedures, including filing system and protects confidential humanitarian dataset. 
· Support and facilitate the IPPF team to access and utilise the database 
· Completes additional assigned tasks as required.
Based remotely or at IPPF – ESEAOR office in Kuala Lumpur, Malaysia and reporting to the Senior Monitoring & Evaluation Advisor, the position holder will bring together all humanitarian responses undertaken under SPRINT and Stream3 funding since 2022 to ensure optimal support and services. They will work as part of the IPPF-Humanitarian Team to promote, develop and grow the work of the Federation and be part of the Global Secretariat team to deliver the global agenda.
Data Entry Operator Skills / Qualifications:
· Excellent attention to detail
· Knowledge of DHIS2 system
· Understanding of SRH data
· Strong written and verbal communication skills
· Computer savvy
· Ability to perform repetitive tasks with a high degree of accuracy
Education and Experience Requirements:
· High school diploma or GED certificate or associate degree preferred but not required.
· 1-3 years of experience in data entry or equivalent training or related office experience
· Experience in SRH programming a plus
· Excellent knowledge and experience with Microsoft Office (Microsoft Excel, Microsoft Word)
· Good command of English.
· Ability to concentrate for lengthy periods and perform accurately with adequate speed, 
