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OPEN TO INTERNAL AND EXTERNAL CANDIDATE 

 

Reference No. : SVN/MZ10/2024/004 

Position Title 

Duty Station 

Organizational Unit 

: 

: 

: 

Project Administrative Assistant 

Pemba, Mozambique 

Emergency Response and Recovery - WASH 

Classification 

Type of Appointment 

 
Reports to 

: 

: 
 
: 

General Service, Grade: G-4 

Special Short Term – Graded – 6 months with a possibility of 
Extension 

 Programme Manager (WASH) 

Estimated Start Date : As soon as possible 

Closing Date : 27th February 2024 

 
Established in 1951, IOM is a Related Organization of the United Nations, and as the leading UN 
agency in the field of migration and works closely with governmental, intergovernmental and 
non-governmental partners. IOM is dedicated to promoting humane and orderly migration for 
the benefit of all. It does so by providing services and advice to governments and migrants. 

 
 

Context: 
 

Currently in Mozambique and specially in Cabo Delgado the provision of water, sanitation and 
hygiene services are not covering the needs of the population (host and internally displaced people 
– IDPs), and this situation has been exacerbated by the increase in violence perpetrated by a non-
state armed group (NSAG). The influx of IDPs has forced to the government and humanitarian 
partners to rapidly respond and create new transitory and relocation sites for them to settle, and 
one of the priorities is the access to services. Based on the information reported by DTM some of the 
most urgent needs besides food, and shelter, are water, sanitation, hygiene, and energy services. 

IOM is working currently working in Mozambique and expanding its WASH (Water, Sanitation and 
Hygiene) response within Cabo Delgado. The WASH programme is looking to contribute with the 

IOM is committed to a diverse and inclusive environment. For the purpose of 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. 
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government and local and international partners to respond to the WASH needs in the areas of 
water supply, Sanitation and Hygiene through the construction/rehabilitation and/or extension of 
water points (borehole drilling, mechanical, electrical and/or solar pumping powered, water line 
extensions, and water trucking), construction of latrines, sanitary and bath units, emergency 
latrines, and waste solids management, distribution of hygiene and dignity items, hygiene 
promotion among other innovative, sustainable and reliable alternatives. 

IOM seeks to engage the services of an engineer to carry out engineering assessment and to 
contribute with the technical and administrative activities required to respond the WASH needs in 
Cabo Delgado. The engineer would cover task related with technical assessment design, and Bills of 
Quantities (BOQs), monitoring and evaluation and reporting. 
 

Under the overall supervision of the Head of Emergency Response & Recovery (ERR) and the direct 
supervision of the Programme Manager (WASH), the incumbent will be required to work as a 
member of the WASH team to assist the projects in Cabo Delgado        Province and Mozambique when 
needed. 
 
 

Responsibilities and Accountabilities 
 

1. Support effective and efficient functioning of administrative and clerical activities  in  the  field  
in  close  collaboration with the Finance and Logistics units and the WASH management. 

2. Initiate, review, process and follow-up on various actions related to the administration of the 
WASH team's human resources activities with relevant Units e.g., the compilation of 
documentation related to staffing, time sheets, maintenance of various personnel records and 
files etc., ensuring consistency in the application of IOM’s rules and procedures, and timely 
follow up.  

3. In close coordination with the Finance and Logistics and other relevant colleagues, monitor 
given project budget lines and financial expenditures and all administrative procedures in 
line with the work-plan. Alert the Program Officer and/or Program Manager on shortfalls and 
over-expenditures. 

4. Process advances and payment requests as requested by the Programme Officer and/or 
Programme Manager and initiate corrective action when necessary. 

5. Processes all Purchase Requisition Forms (PRFs), including submission to relevant units for 
approval, tracking of PRFs, and maintaining the tracking database. Facilitate timely 
processing of PRFs based on projects’ priorities, in collaboration with WASH management. 

6. Liaise with IOM Procurement and Logistics unit for the follow up of the procurement of 
materials, transportation, and the delivery to the field offices in a timely manner. Keep track 
of availability of items in the warehouse and share updates with the management. 

7. Inform the Programme Officer and Manager of any deviations from the plan and propose 
necessary adjustments.  

8. Perform other related administrative duties, as required (e.g., physical space planning and 
the identification of office technology needs and maintenance of equipment, support in 
organizing and coordinating seminars and trainings  etc.).  

9. Provide guidance, training and assist in coordinating the work of  other junior team members 
in the areas of responsibility. 

10. Record   and   archive   all   relevant   documents   of   the WASH programme. 
11. Support in general operations troubleshooting and problem solving.  
12. Perform such other duties as may be assigned. 

 
Required Qualifications and Experience 

Education 
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• Bachelor’s degree in international Relations, Business Administration or related field form 
an accredited academic institution with two years of relevant professional experience; or 

• High School diploma with four years of relevant experience  

Experience 
 

• Previous experience in a Humanitarian emergency operation and protection and MHPSS 
concerns will be advantageous; 

• Previous experience working in community based programmes or camp settings.  
• Previous working experience in an international organization and familiarity with the 

IOM/UN common system or similar systems is an advantage. 
 
Skills 
 

• Proficient in Microsoft Office applications e.g. Word, Excel, PowerPoint, E-mail, Outlook. 
• Good knowledge of administration and project implementation. 
• Excellent interpersonal skills and ability to work under pressure. 
• Discreet, details and clients-oriented, patient and willingness to learn new things. 
• Attention to detail, ability to organize paperwork in a methodical way. 

Languages 
 

Fluency in English and Portuguese both written and spoken is required. 
 

Required Competencies 

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

Values 

• Inclusion and respect for diversity: Respects and promotes individual and cultural 
differences. Encourages diversity and inclusion. 

• Integrity and transparency: Maintains 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 – behavioural indicators 
• 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 action and delegated work. 
• Communication: encourages and contributes to clear and open communication; 

explains complex matters in an informative, inspiring and motivational way. 
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Other 

Any offer made to the candidate in relation to this short vacancy notice is subject to funding 
confirmation. 

Appointment will be subject to certification that the candidate is medically fit for appointment, 
verification of Education certificates, successful reference checks and security clearances. 

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 historical salary, skype user ID, phone number and 

minimum three referees (ideally 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 
 
Only applicant who meets the above qualification will be considered. 
 

No Fees: 
IOM does not charge a fee at any stage of its recruitment process (application, interview, 
processing, training or other fee). IOM does not request any information related to bank accounts. 
 
Posting period: 
From 14.02.2024 to 27.02.2024 

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%3D10641%3BpCalledFrom%3DFUSESHELL&data=05%7C02%7Crliyakathali%40iom.int%7Cdfcf72e3398d4552bdd508dc2d30ec41%7C1588262d23fb43b4bd6ebce49c8e6186%7C1%7C0%7C638434935339556065%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=%2B%2FF%2Bw0GvbVNZ7%2BTzQLmzlCe38xvBLcA%2FthsvxhlGsX0%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffa-evlj-saasfaprod1.fa.ocs.oraclecloud.com%2FhcmUI%2FCandidateExperience%2Fen%2Fjob%2F10641&data=05%7C02%7Crliyakathali%40iom.int%7Cdfcf72e3398d4552bdd508dc2d30ec41%7C1588262d23fb43b4bd6ebce49c8e6186%7C1%7C0%7C638434935339571741%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=UFxXgNXxiU8MQ1McqVmQsLsTCsEKHKaDfc4wz%2Fp9mWE%3D&reserved=0

