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TRANSFORMING LIVES AND LANDSCAPES




Under the umbrella of the Gender & Diversity Program of the CGIAR, the African Women in Agricultural Research and Development’s (AWARD) mandate is to offer three rounds of two-year career enhancement fellowships to women scientists from selected sub-Saharan Africa countries. The fellows and their mentors attend mentoring workshops, training courses in leadership, science and proposal writing, international conferences, regional meetings, and are supported with many other activities.
The position

ICRAF/AWARD seeks to recruit an Administrative Assistant who shall be based at AWARD's office in Nairobi, Kenya.  Under the supervision of the Senior Administrative and Travel Coordinator, the Administrative Assistant will be required to:
1. Assist in the next rounds of calls for fellowship:

· receive fellowship applications either in electronic or hard copy form; photocopy, file and sort into categories
· regularly check AWARD fellows inbox and direct mails to relevant staff for responses

2. Assist in preparation of workshop/training materials, i.e. put workshop materials together; follow up on tickets and other travel documentation; prepare name tags; set up meeting rooms and equipment

3. Prepare Travel Authorisations, Travel Expense Claims and Local Purchase Orders

4. Prepare information packages for meetings, seminars and visitors

5. Follow up on trip reports and minutes, picking up any follow up action points

6. Run errands – pick and deliver mail

7. Keep track of staff leave

8. Collect office stationery from stores and maintain office supplies

9. Ensure IT and other equipment is in good working order and maintain an inventory list

10. Follow up with suppliers

11. Photocopy documents

12. Where possible liaise with participants on their reimbursements

13. Input reimbursements in a spreadsheet showing relevant exchange rates

14. Assist the Finance and Contracts Manager with basic bookkeeping as and when need arises
15. Assist other staff when needed.
Requirements and qualifications

1. Higher Diploma in Business Management/Business Administration/Office Management with basic book-keeping skills

2. Competent in Microsoft tools esp. Word, Excel and PowerPoint
3. At least two years’ work experience.
4. Demonstrated ability to work independently within a team;
5. Excellent written and oral communication skills; 

6. Excellent planning and organisational skills; 

7. Ability to work under pressure, meet deadlines and prioritize workloads;
8. Relationship and management skills

9. Positive attitude & service oriented

ICRAF/AWARD is an equal opportunity employer and offers a collegial and gender-sensitive working environment.  The position is on local terms and will be for an initial period of two (2) years, renewable and subject to six (6) months probation period, assessment of performance, continued relevance of the position and availability of resources.  Applicants are invited to send a cover letter illustrating their suitability for the above position against the listed qualifications, competencies and skills together with a detailed curriculum vitae with names and addresses of three referees, including telephone, fax numbers and email addresses.  All correspondence should be addressed to the Human Resources Unit, World Agroforestry Centre (ICRAF), P.O. Box 30677, Nairobi, Kenya OR via email to: icrafhru@cgiar.org. Applications will be considered until 27 February 2009 and should indicate “Application for Administrative Assistant - AWARD” on their application letters and email submissions. 

Only short-listed applicants will be contacted within two weeks after the application deadline. Successful applicants should be prepared to start work immediately.

We invite you to learn more about us at:
http://www.worldagroforestrycentre.org  
http://www.genderdiversity.cgiar.org
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