

Checklist of Core Implementation Team – Roles and Skills Required in Responsive Dialogues


	Roles
	Skills required and responsibilities
	Tick

	Project leader
	· Managing the project – leads project schedules,
and budget
· Networking and high-level stakeholder engagement
and ongoing relationship building
· Engaging the public/communities
· Liaising with funders; overall oversight for project and
reporting
· Leading and managing the team
	

	Project manager
	· Working with project leader to ensure that the project
is implemented according to project plan, schedule,
and budget
· Co-ordinating various team members
· Communicating with people inside and outside the
team
· Maintaining all project records including M&E records,
evidence, and synthesising documents
	

	Administration and
financial support
	· Providing administrative support
· Reporting to project manager
· Overall project budgeting (e.g. human, financial, other
resources)
· Budgeting for groundwork, Stakeholder Workshops,
Conversation Events, facilitation, training, mentoring,
and running Conversation Events, materials, M&E,
feedback, and dissemination
· Preparing financial reports and releasing funding
internally
	

	Operational
logistics
	· Organising Stakeholder Workshops, meetings,
Conversation Events, other events, dissemination
events, and follow up
· Keeping ongoing and up-to-date records of all
documentation
	

	Stakeholder/
community
engagement
	· Inputting AMR expertise
· Engaging key stakeholders and keeping them
informed throughout (national and community levels)
· Engaging with and keeping communities informed
· Connecting at local community level
	

	Lead facilitator
	· Designing and planning Conversation Events Sets and
Conversation Events and sessions
· Assisting with developing and adapting materials
· Facilitating Conversation Events/assisting with this
· Briefing, training, mentoring, and guiding other
facilitators
· Documenting and analysing Conversation Events
· Reporting back to all stakeholders and communities on
Conversation Events
	

	Monitoring and
evaluating/
research expertise
	· Capturing data/recording and documenting processes
of every meeting and all evidence
· Storing data safely
· Analysing data
· Synthesising outcomes and recommendations
· Feeding this back to assess directions and adaptability
	

	Communicating
and disseminating
outcomes
	· Ongoing communication with all stakeholders,
communities, participants, funders, and so on
· Writing academic pieces, including policy briefs/
publications
· Developing policy recommendations
· Engaging other policy dissemination skills (e.g. media,
social media, networks, etc.)
	

	Other roles and
skills needed:
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