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PROJECT OFFICER 

RESPONSIBILITIES 

• He/she will be responsible in Reporting on the project's progress, budget and resources. 

• Ensure that overseeing projects and helping to mitigate issues and challenges. 

• M&E, Communication, ICT and Proposal development skills as added advantage 

• The project Officer will be scheduling tasks and managing resources in the project. 

• Help in the organising of meetings and setting agendas when required. 

• Managing relationships with internal and external stakeholders. 

• Ensures documentation of project activities to meet reporting requirements of TCDM donor and strategic 

partners. 

• Conducts regular monitoring of project activities using TCDM tools and standards. 

• Coordinates closely with other TCDM staff such as program officers, area program coordinators and relevant 

project coordinators in delivering programs in the project area. 

• Attends and participates as the official TCDM representative to partners' meetings, workshops, trainings, 

conferences related to the project. 

• Develops activity proposals that details rationale, target beneficiaries, activity design, expected outcomes, and 

activity budget. 

• Secures budget allocation for the implementation of project activities. 

• Monitors balance of budget allocated for the project. 

QUALIFICATIONS AND EXPERIENCE 

• University degree in the Project management or related field 

• At least two years of work experience in program administration or other related fields. 

• Have 5 years and above work experience in NGO. 

• Demonstrated competencies in community mobilization, coordination and partnership preferably in assigned 

project area. 

• Residing or willing to work in Turkana County. 

• Female candidates are encouraged to apply 

If you have the necessary qualification and experience,please send your application letter 

and CV quoting the title on the email subject to tcdmrecruitment@gmail.com early by 

23rd July 2024 
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