
 
Job Description Template 

 
Job Title: Inclusive Data Charter Coordinator 
 
Reports To: PS2 Director 
Directorate: PS2 
Location: UK 
Contract: 6 months fixed term 
Direct Reports: n/a 
 
Dimensions: Coordination of multi-country, multi-stakeholder efforts to establish the 
Inclusive Data Charter.  
 
1) Job Purpose 
To coordinate the co-facilitators and working group of the Inclusive Data Charter, 
leading to the establishment of the Charter at the High Level Political Forum in July, 
supporting the development of Action Plans by the early Champions of the Charter 
and leading planning for the short-medium term future of the Charter.  
 
2) Main Responsibilities 

 Coordinate the work of the Inclusive Data Charter (IDC) task team, including 
setting meeting agendas, fostering inclusive discussion, noting actions and 
moving work forward. 

 Work one-on-one with IDC champions to check-in on progress developing their 
action plans. 

 Identify champions’ needs for additional assistance, providing technical 
assistance where possible and creating connections with GPSDD partners and 
other resources that can support. 

 Together with partners, plan major IDC events at key political moments, 
including working with co-facilitators to develop overall political strategy and 
objectives, shaping the agenda, booking speakers and event logistics. 

 Compile and manage a repository of resources and tools to help champions and 
the broader community craft and implement action plans for more inclusive data. 

 Maintain an awareness of major trends in relation to data disaggregation, the 
SDGs and the aspiration to leave no one behind. 

 Proactively identify key moments for advocacy and opportunities to build support 
and engage new champions in the IDC. 

 
The main responsibilities are not meant to be an exhaustive list of tasks. The need for 
flexibility is required and the job holder is expected to carry out any other related duties that 
are within the employee's skills and abilities whenever reasonably instructed. 

 
3) Planning and Organising 

 The role is a coordinating position, working to ensure delivery against workplans 
agreed by the working group.  

 Supports internal and external stakeholders. 

 Manages the planning and budget process.  
 



 
 

4) Problem Solving/Strategic Planning 

 Seeks creative solutions to problems inherent in multi-stakeholder dialogue 
around content, pace, resources – in order to achieve plans 

 Ensures plans are agreed, reviewed and delivered by all organisations, including 
providing surge support to partners to assist them in delivery.  

 
5) Decision Making  

 Day to Day decision-making capability around launch events 

 Self-administering 

 Collating and providing options on decisions which require other stakeholders to 
be involved.  

 
6) Key Contact/Relationships 

 Sightsavers: PS2 Director, Director of PS2 Programmes and Operations and 
Data Disaggregation Project Manager 

 Co-facilitators of the Task Team: Senior Director for Policy and Strategy, 
GPSDD and Data Revolution Lead, DFID 

 Members of the Task Team on Data Disaggregation 

 Developing a wide range of networks with others involved in development data 
to build a database of potential future signatories 

 
7) Knowledge, Skills and Experience 

 
Knowledge (education and related experience): 

 Substantial experience in strategy, advocacy and/or communications in 
international development or foreign policy and Masters degree in related field 

 Proven ability to coordinate stakeholders across sectors and geography; 

 Ability to develop and maintain strong relationships with people from a wide 
variety of organizations, cultures, and with a wide variety of functional expertise; 

 Experience with the Sustainable Development Goals, international development 
or work with marginalized groups required, experience with data and statistics 
preferred; 

 
Skills (special training or competence): 

 Exceptional project management skills, as well as writing, and communications; 

 Willingness to work in a networked team and with partners around the world 
virtually and in-person 

 Project management qualification preferred 

 Planning and coordination skills 

 Numeracy, budgeting and ability to use Excel 

 Report-writing 

 Event, meeting and travel organisation 

 An understanding of and commitment to equality of opportunity for disabled 
people. 

 


