Vacancy Announcement

An international development organization is seeking qualified candidates for the following positions. 

1. Grants Management Accountant

The accountant has the overall responsibility for the effective management of the sub-grant award process, including financial reporting, financial tracking systems, and training sub award recipients in good financial management practices. 

Qualifications & Experience:  Kenya national; Degree in finance, account, management or related field; with CPA III;Advanced knowledge and experience with accounting software  (QuickBooks, and MS Office applications);Minimum of 5 years related work experience, including management of sub grants; Minimum of 2 years experience working with foreign donors (preferably USAID);Able to read and interpret documents, strong communication skills; Teaching/training experience preferred; Fluent in both English and Swahili;

2. Field Officer 

The field officer works under the direction of the Program Officer to provide critical support for the implementation of organization’s field-based programs.  Job responsibilities include conducting program assessments, coordination of training activities, creating linkages with Ministry of Health, working with program partners to establish referral systems and information sharing networks, providing technical and organizational assistance to field-based partners and maintaining frequent communications with the Nairobi office.

Minimum Qualifications: Kenya National;Bachelors degree in Social sciences, Development studies, Business Administration, or related field ;Minimum of 2 years practical related work experience;Proficient computer skills including Word, Excel, Access;Excellent spoken and written English and spoken Swahili

Required skills and abilities:Experience in working in rural areas and willingness to take public transport for work-related travel;Ability  to work independently  and willing to work flexible hours;Proven ability to multi-task and work as an effective team player;Experience in HIV/AIDS program implementation, training and capacity building is preferred;

3. Program Assistant

The program assistant will provide support and assistance to the organization’s programming unit.  Responsibilities include administrative support, monitor and track field reports, liaison with partners in the field, assist in preparing monthly reports, coordinate training events, assist with production of educational materials, and coordination of logistics for field level activities. 

Qualifications: Kenya National:Bachelors degree in Social sciences, Development studies, Business Administration, or related field;Minimum of 2 years practical office administration or related work experience;Excellent spoken and written English and spoken Swahili.

Required skills and abilities: Proficient computer skills including Word, Excel, Access;Ability to work flexible hours to meet strict deadlines;Proven ability to multi-task and work as an effective team player;Have demonstrated interpersonal skills;Experience in HIV/AIDS program support; training and development of educational materials is an added advantage
3. Finance Director – Rwanda Program 
The Director of Finance and Administration will direct and oversee all finance and administration aspects of a new HIV/AIDS program in Rwanda. The incumbent will serve as principal liaison with all implementing partners, donors, and host government counterparts on all matters related to the program.  
Essential Duties and Responsibilities: Serve as the finance liaison to HQ, local NGOs, other implementing partners, implementing units, and international donors;Overall finance management of assigned location, responsible for financial reports and practices to insure quality and accuracy;Provide financial management oversight, analyze budgets, prepare financial reports, and make recommendations to HQ on budget expenditures;Travel to site offices and target regions as needed to provide technical assistance and troubleshoot along with accounting staff;Assist in program development and proposal preparation as needed;Serve on start up teams for new programs.

Qualifications: Demonstrated experience with USAID grants and minimum 3 years financial responsibility for USAID grants; Completed coursework on USAID regulations (A-110 & A-122); U.S. CPA or U.K Chartered Accountant or qualified to receive U.S. CPA; Extensive experience in managing oversight of sub-grant finances; Progressive experience in financial management, specifically relating to management of U.S. government grants; Significant financial management experience in international development; Able to interpret and create complex financial reports accurately; Familiarity with multi-currency accounting; Advanced knowledge and experience with accounting software (preferably Solomon and QuickBooks) and MS Office applications; Strong interpersonal skills and negotiation skills with the international and local communities; Prior experience in the region and field of the program.

Education and/or Experience: Degree in related field or post secondary education and training with significant prior experience.

Language Skills: Able to read and interpret documents, and communicate with others as necessary to perform job duties effectively. Fluency in English and proficiency in French required.
4. Chief of Party  - Rwanda Program 
The Chief of Party will direct the implementation and oversee all management aspects of a new HIV/AIDS program in Rwanda. The incumbent will serve as principal liaison with all implementing partners, donors, and host government counterparts on all matters related to the program. 
Essential Duties and Responsibilities:  Oversee overall management of the program in the country; Ensure that program goals and objectives are met within the agreed upon time-frame and budget; Ensure that program activities and operations are consistent with the scope of the grant and in full compliance with USG rules and regulations and governing contracts; Monitor progress toward meeting objectives and make program design corrections as needed; Maintain collaborative relations with other partners, the host government, and the donor; Report progress and major issues to headquarters and the donor; Provide technical and programmatic leadership to a diverse group of stakeholders, including local NGOs, community-based groups, and public and private sector counterparts; Train local staff to build capacity and to transfer skills in all aspects of program implementation, M&E, and financial management; Ensure high standards in meeting financial management accountability.

Qualifications: Personnel and office management experience, including management, training and development of local staff; Strong commitment to team management approach; Experience working with USAID on large-scale programs, including knowledge of USAID regulations and procedures; Experience with indigenous NGOs and Faith-based groups preferred; Strong ability to communicate cross-culturally; Good interpersonal skills with ability to build personal relationships with staff, donor partners and government leaders at all levels; Excellent communication skills, both verbal and written, as well as negotiation and administrative abilities; High degree of flexibility and adaptability; Previous international/multi-country experience; 10-15 years experience in the HIV/AIDS sector.

Education and/or Experience: Masters Degree in Public Health and/or 10-15 years managing a complex HIV/AIDS or development program in a developing country context, preferably in Africa, and superior oral and writing skills to provide quality control and management functions.  

Language Skills: Able to read and interpret documents, and communicate with others as necessary to perform job duties effectively. Fluency in English and proficiency or better in French required.
Applicants should include a cover letter, detailed CV documenting work history and current responsibilities, salary history, and educational certificates.

CVS THAT DO NOT MEET ALL OF THE ABOVE REQUIREMENTS WILL NOT BE CONSIDERED.
Apply to: 
Specific Position (i.e. Accountant, FO, PA, etc.) 

P.O. Box 1661

Sarit Center

Nairobi 00606 

All applications must be received by 13th May, 2005. Registered letters will not be accepted. 
