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Terms of Reference 

 

PROJECT ASSISTANT 

 

- Provides a high level of coordination and organizational support to Project Manager; 
- Visits organizations and conduct field missions as necessary; 
- Manages the logistics of and coordinating content development for meetings, 

conferences, trainings, and other project-related events;  
- Communication with project partners and stakeholders for project activities, to optimize 

access and to ensure timely organization and facilitation of activities relating to project 
implementation;  

- Designs and develops databases to support project activities;  
- Follow up with the implementing partners and sub-contractors for progress report, 

submission of reports and recent data on target group and other information material; 
- Assists with design, development and dissemination of project products and reports;  
- Assists in arranging programs for in-coming and out-going official missions, make 

appointments with project stakeholders, including logistical arrangements and secretarial 
assistance; 

- Assists in project and event planning and implementation with preparation of budgets of 
different activities according to the needs;  

- Assists in coordination and monitoring of project activities and budgets;  
- Assists in preparation of Terms of Reference for engagement of contracted staff for the 

need of implementation of the project; 
- Performs purchases and procurements of materials, goods and equipment according to 

the projects’ needs and the corresponding administrative and/or forwarding procedures; 
- Performs customs clearance of imported equipment and materials; 
- Prepares supporting documents for payment of costs for executed activities for 

implementation of the project; 
- Conducts other activities deemed as necessary within the framework of the SWG Head 

Office/Secretariat. 
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Profile Required  
 
Qualifications: 
 
Educational: 

- Bachelor degree in economics, law, philology, agriculture; 
 
Technical / Professional: 

- Minimum of 2 years professional administrative experience, prior experience in 
international organizations preferred; 

- Good organizational skills; 
- Excellent computer literacy with Microsoft Office applications, including Word, Excel and 

Outlook, experience in budget tracking tools, PowerPoint and/or Access; 
- Excellent knowledge of English language;  
- Candidate is expected to quickly learn, understand and follow SWG office administrative 

processes and procedures; 
 
Personal Competences: 

- Able to work with little supervision, focused, well organized, detail oriented; 
- Able to prioritize work, multi-task and meet deadlines; 
- Strong interpersonal skills and flexibility, responsibility, integrity, team work, self-

motivated, preparedness to work off-time; 
- Exceptional verbal and written communication skills; 
- Preparedness to travel in the country and abroad. 

 
 


