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Wildlife Conservation Society 
Marine Program Kenya 

  
 
 
 

Post Title:   Administration and Project Management Assistant  
Supervisor:    BAF Project Coordinator 
Supporting Staff:     Office Caretaker 
 
Essential and Strategic Functions 
The post holder will provide the necessary operational, administrative and logistical 
support to the Blue Action Fund (BAF) project on marine protected area management in 
the Trans-boundary Conservation Area between southern Kenya and northern Tanzania, 
and in NW Madagascar, and related activities of the  WCS marine program Kenya office. 
The holder is expected to handle the operations and administrative requirements in an 
effective manner in order to ensure that  the BAF project and the program as a whole 
deliver the required targets. As such, s/he will need to be well versed in project 
requirements and WCS policies and terms of condition in order to strengthen and 
augment the ability of staff to undertake their technical functions. The position will also 
provide overall support for other office needs including back-up support for scientists, 
students and interns. 
 
Duties  
Manage the operations and projects of the BAF project as well other related  duties  of 
the WCS-Kenya marine office in coordination with the Office manager, which include: 

 Assisting the Director and BAF Program Coordinator and other staff with proposal 
writing and uploading, production of project and scientific reports and manuscript 
production and uploading 

 Preparing documents for publication including graphs and data summaries and 
providing updates to research staff; 

 Maintaining an inventory of the office databases and ensuring adequate backup; 

 Preparing communications on project progress for the BAF donors and 
government/community stakeholders; 

 Assisting the BAF Program Coordinator to plan for and conduct internal and 
external meetings; 

 Assisting with arrangements for BAF project activities including logistics for 
training, meetings, workshops, field trips, and educational activities; 

 Maintaining an inventory of BAF project documents and files and regularly 
updating these in a timely manner; 

 Ensuring that office stock and other supplies are maintained and kept up to date; 

 Ensuring that office machines and other equipment are maintained and 
operational; 

 Ensuring the upkeep of the office and its security (including supervising caretaker 
and coordinating with property manager); 

 Liaising with the financial manager and other relevant officers to ensure 
purchasing, transport, equipment maintenance; 
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 Organization of overseas trips and local travel and maintaining an office events 
calendar and leave roster; 

 Assisting with logistical and administrative arrangements for partner scientists, 
government staff, interns, and students; 

 Supporting the current Office manager in regularly updating staff on office matters, 
and strategic/policy changes in the organization; 
 

Undertaking any other relevant tasks as required. 
 
Qualifications 
Not less than 2-3 years in a similar position. A degree in business/project management, 
organizational/institutional development, or community development/conservation is 
preferable. Good working knowledge of word processing and spreadsheet programs and 
fluency in English is necessary, Swahili is highly desirable. Experience in science and 
conservation fields highly desirable. 
 
Other skills 
The post holder is expected to report regularly to the Director WCS Marine Program 
Kenya and BAF Program Coordinator. S/he  will be expected to  coordinate closely with 
the Office Manager and  provide feedback to other staff. S/he should therefore have good 
communication and organizational skills as well as the ability to write reports and minutes 
in a timely manner. The holder should also be able to prioritize different tasks and meet 
deadlines. S/he has to have knowledge of relevant policies and legislation and the 
competence to liaise with suppliers and other agencies to get the work done. S/he must 
be self-disciplined, honest in matters to do with finance, assets management and 
professional relations.  
 
Work station 
The post holder will be based at the WCS marine program office (Kibaki Flats No. 11, 
Mombasa) and may need to travel to other project sites during project and program 
administration and implementation. 
 
Terms 
The position will run through June 2023 contingent upon performance, and extension 
beyond that time will depend upon funding. Expected salary is 600,000 KES per year (but 
depending on experience). 
 
Application 
Please email: 

 a cover letter expressing your interest in the position 

 a CV (including educational background and experience)  

 names and email and phone contacts for at least 3 references  
to wcskenyamarineprogram@gmail.com 
 
Preference will be given to applications received by Jan 31, 2020.  We hope to start the 
position by mid-February. 
 


