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World Agroforestry Centre

TRANSFORMING LIVES AND IANDSCAPES




The World Agroforestry Centre (ICRAF) is one of 16 Future Harvest centres supported by the Consultative Group on International Agricultural Research (CGIAR). As a global leader in agroforestry research and development, ICRAF’s ultimate purpose is to improve human welfare by reducing poverty, increasing cash income, improving food and nutritional security, and environmental resilience through improved agroforestry systems.  ICRAF has its headquarters in Nairobi, Kenya and works in 16 countries throughout Africa, Asia and Latin America.

The position:
The World Agroforestry Centre (ICRAF) is recruiting a Programme Administrative Officer to be based at its headquarters in Nairobi, Kenya.  Reporting to the Manager – Programme Planning and Resources, the Officer will be responsible for:

· 
· 
· 
· 
· 
· 
· 
a. 
b. 
· 
· Supporting the Manager – Programme Planning and Resources to develop and implement a web-based, multi-client knowledge management system for the institute;
· Establishing and managing project management databases;
· Assisting in programme administration by assembling and preparing the necessary documentation such as compiling and editing/proof reading reports and proposals, consultant agreements, letters of agreement, memoranda of understanding and workplans into standard templates;

· Budget development, management and administration;
· Follow up on regional support issues with the Corporate Services Division and other Headquarters based units;

· Monitoring the submission of reports from the Deputy Director General – Programmes units;

· Conducting background research and technical support in the preparation of presentations by the DDG – Programs.

The Successful Candidate will have:

· A BA/BSc in Information Science, Communications or Library Science;

· At least six (6) years experience in Database, Library or Information Management;

· Experience in Budget development and Management;

· A good ability to organize systems and people and have a proactive approach to ensure that arrangements, systems and information flow are effective;

· Proven writing and editing competencies;

· A high level of initiative and judgement;

· Excellent skills in computer packages (including Access, Excel, Word);

· Experience in a research or development oriented institution will be an added advantage.

Terms of offer

ICRAF offers a competitive salary and benefits package, and a collegial and gender-sensitive working environment. The contract is for an initial period of 3 years, subject to a six-month probation period, assessment of performance and available resources. Applicants are invited to send a detailed curriculum vitae, date of birth and the names and addresses of three referees (including telephone, fax numbers and email address). All correspondence should be addressed to the Human Resources Unit, World Agroforestry Centre (ICRAF), P.O. Box 30677, Nairobi, Kenya; Tel +254 2 524000 or 1 650 833 6645; Fax +254 2 524001 or 1 650 833 6646; email: icrafhru@cgiar.org. Applications will be considered until July 31st, 2003. Please indicate your advertisement source in your application.

ICRAF believes that staff diversity promotes excellence, and strongly encourages applications from women.

We invite you to learn more about ICRAF by accessing our web site: http://www.worldagroforestrycentre.org
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