
 

 

 
 

OPEN TO INTERNAL AND EXTERNAL CANDIDATE 

 

Reference No. : SVN/MZ10/2023/087 

Position Title 

Duty Station 

Organization Unit 

: 

 
: 

Project Assistant (Small Grants) 

Pemba, Mozambique  

Community Resilience and Peacebuilding (CRP) 

Classification 

Type of Appointment 

: 

: 

General Service, G-5 

SST Graded Contract, six (6)months with 

possibility of extension. 

Report to 

Estimated Start Date 

: 

: 

Programme Officer 

As soon as possible 

Closing Date : 30 November 2023 

 

 
CONTEXT: 

IOM-Mozambique is building a new portfolio of activities designed to improve community resilience and 

reduce the drivers of conflict and displacement in Cabo Delgado. These activities will seek to build social 

cohesion and develop livelihood options for marginalized groups. The activities are planned to be 

implemented across multiple villages and districts, and will require significant coordination, 

networking, and liaising responsibilities in addition to technical, operational and management 

oversight.   

CRP will set up a small grants’ mechanism, which will serve to fund micro projects as well as to 

contribute to larger initiatives by civil society organizations and community-based organizations 

through a flexible mechanism allowing for locally driven and context-informed programming.  

Under the overall supervision of the Programme Manager, the Project Assistant will work under the 

guidance of the Programme Officer, in close cooperation with other programme staff. 

 

IOM is committed to a diverse and inclusive environment. For this vacancy, the following 

internal candidates who meet the eligibility criteria are considered as first-tier candidates: 

 
- Internal candidates on regular or fixed-term contracts should meet the minimum time 

in post requirement of eighteen months or more at the time of the closing of the SVN. 

 
- The minimum time in post requirement is six months for such internal candidates who 

are incumbents of a position being advertised or confirmed for discontinuation. 

 
- Internal candidates on short-term contracts should meet the minimum time in post 

requirement of six months or more at the time of the closing of the SVN. 

 
In addition, all applicants should meet eligibility requirements for languages, education and 

work experience requirements stipulated in the SVN. 



Responsibilities and Accountabilities: 

 
1. Provide administrative and operational support in the  development and implementation of the 

overall grant management process; 

2. Support smooth operational running of the small-grant programme by participating in the 

development of  operational rules and procedures and  preparing  the supporting 

documentation for contracts, grant agreements and payments; 

3.  Support the implementation of the call for proposals and  participate in the grantees’ selection 

by the Grants Management Committee, including thorough review  of concept notes and full-

fledged proposals, accompanying budgets and monitoring and evaluation plans; 

4. Develop an accurate electronic and paper filing, information management system; 

5. Train CRP personnel in the rules and procedures of grant management; 

6. Perform such other tasks as may be assigned; 

 

REQUIRED QUALIFICATIONS 

Education 
• University degree in business administration, Finance, Accounting, International Relations, or 

any related discipline from an accredited academic institution with at least three  years of 

relevant working experience or; 

 

• Minimum completed High School degree with certification in computer science with at least 

five years of relevant work experience.  

 
Experience 

• Knowledge of IOM financial and operational rules and regulations; 

• Experience in working with different IOM programmatic and support units, including RMU; 

• Experience in providing administration and finance related training; 

• Proven ability to consolidate and validate information from multiple sources.   

 

Skills 

 
• In-depth knowledge of the IOM policies and procedures 

• Ability to formulate administrative and financial technical requirements and operating 

Procedures;  

• Demonstrated organizational and project management skills;  

 
Languages 

• For this position, fluency in English and Portuguese is required (oral and written); 

• Working knowledge of Portuguese is an advantage. 
 

 



REQUIRED COMPETENCIES 

IOM’s competency framework can be found at this link. Competencies will be assessed during 

the selection process. 

The incumbent is expected to demonstrate the following values and competencies: 

Values - all IOM staff members must abide by and demonstrate these three values: 

• Inclusion and respect for diversity: Respects and promotes individual and cultural 

differences. Encourages diversity and inclusion. 

• Integrity and transparency: Maintain high ethical standards and acts in a manner 

consistent with organizational principles/rules and standards of conduct. 

• Professionalism: Demonstrates ability to work in a composed, competent, and 

committed manner and exercises careful judgment in meeting day-to-day challenges. 

• Courage: Demonstrates willingness to take a stand on issues of importance. 

• Empathy: Shows compassion for others, makes people feel safe, respected, and fairly 

treated. 

Core Competencies – behavioral indicators (Level 2) 
 

• Teamwork: Develops and promotes effective collaboration within and across units to achieve 
shared goals and optimize results. 

• Delivering results: Produces and delivers quality results in a service-oriented and 

timely manner. Is action oriented and committed to achieving agreed outcomes. 

• Managing and sharing knowledge: Continuously seeks to learn, share knowledge, and 

innovate. 

• Accountability: Takes ownership for achieving the Organization’s priorities and 

assumes responsibility for own actions and delegated work. 

• Communication: Encourages and contributes to clear and open communication. 

Explains complex matters in an informative, inspiring, and motivational way. 

 
Managerial Competencies – behavioral indicators (Level 2) (applicable only if position is 

with direct reports) 

• Leadership: Provides a clear sense of direction, leads by example, and demonstrates 

the ability to carry out the Organization’s vision. Assists others to realize and develop 

their leadership and professional potential. 

• Empowering others: Creates an enabling environment where staff can contribute their 

best and develop their potential. 

• Building Trust: Promotes shared values and creates an atmosphere of trust and 

honesty. 

• Strategic thinking and vision: Works strategically to realize the Organization’s goals 

and communicates a clear strategic direction. 

https://www.iom.int/sites/g/files/tmzbdl486/files/about-iom/Competency_Framework-EN.pdf


• Humility: Leads with humility and shows openness to acknowledging own 

shortcomings. 

 
How to apply 

Interested candidates are invited to submit their applications in ENGLISH, with: 

a) Cover letter clearly specify suitability and availability date. 

b) Detailed curriculum vitae, including skype user ID, phone number, historical salary and 

minimum three referees (preferably former direct supervisors). 

 

IOM only accepts duly completed applications submitted through the IOM online recruitment 

system, through the link below: 

 
• VIEW THE INTERNAL JOB POSTING 

 
• VIEW THE EXTERNAL JOB POSTING 
 

 

No Fees: 

IOM does not charge a fee at any stage of its recruitment process (application, interview, 

processing, training, or another fee). IOM does not request any information. related to 

bank accounts. 

 
Requisition: SVN/MZ10/2023/087 Project Assistant (Small Grants) 

(G-5) Pemba, Mozambique 

Posting Channel: Internal and external Candidates. 

Posting period: from 16.11.2023 to 30.11.2023 

https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffa-evlj-saasfaprod1.fa.ocs.oraclecloud.com%2FfscmUI%2Ffaces%2Fdeeplink%3FobjType%3DIRC_RECRUITING%26action%3DICE_JOB_DETAILS_RESP%26objKey%3DpRequisitionNo%3D10279%3BpCalledFrom%3DFUSESHELL&data=05%7C01%7Coissufo%40iom.int%7C5561747017c542ae06d508dbe689684c%7C1588262d23fb43b4bd6ebce49c8e6186%7C1%7C0%7C638357250055654602%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=NvvcOhZoYTAS6PMgzg8eZbWqvbRBupcEhoOZDdhdDA8%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffa-evlj-saasfaprod1.fa.ocs.oraclecloud.com%2FhcmUI%2FCandidateExperience%2Fen%2Fjob%2F10279&data=05%7C01%7Coissufo%40iom.int%7C5561747017c542ae06d508dbe689684c%7C1588262d23fb43b4bd6ebce49c8e6186%7C1%7C0%7C638357250055654602%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=h1wwWXxUQOmPSnRBwZMErTV8WhbVtI9p1k%2FUM1BDHW0%3D&reserved=0

