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WWF- The Global Conservation Organization, Eastern Africa Regional

Programme Office (WWF-EARPO), is seeking to recruit a
ADMINISTRATION MANAGER
Based in Nairobi, reporting to the Director, Human Resources and Administration.  You will be responsible of the administration management function of EARPO and provide principal and central support to individual projects and the Regional Programme Office. Prepare and administer local and regional consultancy as well as operational contracts and maintain adequate contract files. 

Qualifications and Skills:
The ideal candidate should possess a Bachelors degree in Business Administration/Social Sciences; must have worked for an international NGO in a similar or related job for at least five years; excellent  administrative/managerial and time management skills; outgoing personality and a self-starter; a sound understanding and experience of dealing with governmental offices; excellent communications and interpersonal skills, with ability to work in teams in a multi-cultural environment; ability to analyze, set priorities and complete tasks with minimum supervision to strict deadlines;  this position requires initiative and a flexible, friendly and co-operative personality; excellent computer skills (window environment, word  and Excel); Fluency in English while working knowledge of French would be an added advantage;

Interested candidates should send a letter of application attaching a detailed CV with names and contacts of 3 referees to:
Director, Human Resources & Administration, WWF EARPO, HResource@wwfearpo.org   not later than 22nd May 2009. 
Note: Only short-listed candidates will be contacted.






