
 

Terms of Reference for the Data Management Intern 

 

Job Title: Data Management Intern 

Reporting To: Communications Officer 

Duty Station: Nairobi 

Duration of Engagement: 3 months 

Date of Posting: 31
st
 August 2015 

Closing Date: 12
th
 September 2015 

 

About TISA 

The Institute for Social Accountability – TISA is a civil society initiative committed to the 

achievement of sound policy and good governance in local development in Kenya, and 

has been operational since March 2008. TISA has established itself as a leading player in 

the decentralized governance field and has engaged with relevant state and non-state 

actors in the quest to promote effective local governance in Kenya.  

 

In furtherance of its activities towards improved public participation and social 

accountability in democratic processes, TISA has established a Short Message Service 

(SMS) platform as part of its community engagement strategy, to which communities are 

able to subscribe to receive free SMS on civic education and other crucial information 

including County legislation processes, carry out rapid surveys, and also invite subscribers 

to relevant public fora.  

This SMS-based approach will enable TISA to reach large populations across the country 

over time to ensure that they have the necessary knowledge and support to actively and 

meaningfully engage in transparency, accountability and participation processes. This 

expected rapid growth has created a need for a data management assistant on a short 

term basis to collect and curate the data from the SMS platform. 

In light of this TISA is looking to hire a data assistant intern for a period of three months 

to work closely primarily with the Communications Officer to ensure effective 

management and flow of data received and sent from the SMS platform. 

 

 

 

 



Duties and Responsibilities  

 

SMS Data management 

The data management assistant will process bulk data disseminated or received by the 

SMS platform and extract quantitative and qualitative information, identify trends, 

patterns and handle queries from the public sending messages to the platform. The 

assistant will also liaise with the county governments where TISA is currently working to 

ensure flow of information from the County to the community. Specifically: 

 Analyze all messages coming into the SMS platform.  

 Generate list of important trends and issues from communities using the SMS 

platform.  

 Liaise with the Communications Officer to develop messages for dissemination 

 Disseminate information on social media platforms and track the reach and 

feedback.  

 Liaise with County government to gather information relevant to the public. 

 Generate monthly statistics and develop mini-reports on the SMS platform.  

 

Outputs of Engagement  

1. Develop a minimalist report about the SMS platform at the beginning, during and end 

of engagement 

2. Gather content from the County Government to be disseminated to public.  

3. Generate a report on the social media platforms at the beginning, during and end of 

engagement. 

4. Generate metadata from the SMS platform data 

5. Keep the feedback loop active between the community and County Governments. 

 

Qualifications 

The ideal candidate will be expected to be a strong strategic thinker, with the ability to 

develop clear reports from vast complex data, innovative, with a strong understanding 

of data analytics and also demonstrate prior experience and knowledge in the field of 

data or content analysis.  

 Must have 1 year of experience in ICT or related sector.  

 A minimum bachelor's degree in information management, Communications or 

any other technical domain with a demonstrated information/data management 

and analysis component 

 Demonstrated ability to analyze complex information quickly, reaching and 

articulating decisions with clarity  



 High level of computer literacy and competent and confident in the use of 

standard Microsoft Office products such as Word, Excel, PowerPoint.  

  Integrity, strong attention to detail and ability to meet strict deadlines.  

 Posses excellent communications skills  

 

Outputs of Engagement  

1. Develop a minimalist report about the SMS platform at the beginning, during and end 

of engagement 

2. Gather content from the County Government to be disseminated to public.  

3. Generate a report on the social media platforms at the beginning, during and end of 

engagement. 

4. Generate metadata from the SMS platform data 

5. Keep the feedback loop active between the community and County Governments. 

 

How to Apply 

Interested candidates who meet the above requirements are requested to submit 

curriculum vitae alongside a letter of motivation by the 12
th 

September 2015 to 

caleb.gichuhi@tisa.or.ke 

 

***Only shortlisted candidates will be contacted***  

 

mailto:caleb.gichuhi@tisa.or.ke

