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Job Title:

Assistant Project Officer

Organisation:

Africa Educational Trust (AET)

Location:

Longonot Place, Nairobi  

Closing Date:

20th April 2007

The Africa Educational Trust, which runs education and training programmes in Africa and the UK, wishes to recruit an Assistant Project Officer to work at their Regional Office in Nairobi with regular field visits to Somaliland and Puntland and occassional visits to South Sudan.

Applications should include a 1 page covering letter and curriculum vitae (STRICTLY 3 PAGES MAXIMUM). Names and contacts of 3 referees should be provided and MUST include previous / current employer unless the applicant has no prior work experience. 

Applications should be addressed to the Programme Manager, Africa Educational Trust, P.O Box 15038 – 00100, Nairobi or emailed to nairobi@africaeducationaltrust.org Applications must be received no later than 20th April 2007.  Only short listed candidates will be contacted. Candidates must be available for interview on Saturday 5th May 2007.

Job Specification

Research and support proposal writing to donors.

Provide day to day administrative and project support.

Help prepare regular financial and narrative donor reports.

Support monitoring and evaluation visits in the field and facilitate consultants and staff travel.

Represent AET at regional level co-ordination meetings in Nairobi.

Providing project support for AET Regional Manager in Nairobi and UK Head Office.

Qualifications required

Bachelors degree or equivalent in development / education or related field; knowledge of Donor reporting requirements and proposal writing, experience with an international NGO (desirable).

Please note that applicants must have the right to work in Kenya.

