
 
 
 

 
JOB DESCRIPTION 

 

 
Job Title: 
 

 
Project Manager  

 
Location:  
 

 
Nairobi 

 
Reporting to: 
 

There will be a matrix reporting relationship.  The Project Manager will report to 
Saferworld’s Kenya Country Manager on day-to-day administrative issues.  
 
The Project Manager will also report to the Consortium Steering Committee comprising 
of Heads of the four consortium partners, Peace Brigades International, Saferworld 
Kenya Programme, Mathare Social Justice Centre and Ghetto Foundation who will 
provide the overall strategic oversight.  

 
Key Relationships: 
 

The Project Manager will work closely with and coordinate 4 Project Coordinators from 
the four consortium partners who will form the Project Implementation Team. The 
Project Manager will also work closely with and supervise the Project Finance Assistant. 
S/he will also work closely with Saferworld’s M & E Coordinator.  

 
Contract: 

 
One-year renewable subject to funding 

Project Context  

Two Kenyan community-based organisations Ghetto Foundation (GF) and Mathare Social Justice Centre (MSJC) 
have linked up with two international organisations, Peace Brigades International (PBI) and Saferworld (SW), to 
carry out a project funded by the European Instrument for Democracy and Human Rights (EIDHR) which is planned 
for a total duration of 24 months. 

This consortium project addresses extra-judicial killings (EJKs) and aims to increase respect of (inter)national 
Human Rights (HR) standards by law enforcement agencies through strengthening the capacities of the two 
stakeholder groups - grassroots human rights defenders (GHRDs) and the police. The two bodies are the first line 
of support for victims and their relatives. The consortium aims to strengthen the capacities of these two stakeholder 
groups to prevent EJKs and other human rights violations as well as contribute to their investigation, prosecution 
and sanctioning. The activities as outlined in the project include among others; documentation of human rights 
abuses, capacity building sessions for the various stakeholder groups (including training of police officers and 
GHRDs), community dialogues and creating spaces for mutual understanding and advocacy with regards to 
Sustainable Development Goal 16. The specific geographical scope of this action will be: Mathare, Kamukunji and 
Embakasi North constituencies in Nairobi County.  

 

Job Purpose:    
 
To oversee the general implementation and coordination of the project and ensure that activities are carried out, 
timeline is kept, and the work plan is adhered to. Additionally, the Project Manager will be responsible for the 
overall preparation and compilation of the narrative reporting to the EU and keeping track of relevant deadlines. 
S/he will also manage the consortium relationships at both strategic and technical levels.  
 

  



Duties: 
 
Project management  

 Internalize and monitor EU guidelines and obligations related to reporting and visibility and ensure 
adherence within the entire scope of the project. 

 Support and coordinate the planning, implementation and monitoring of activities being undertaken by 
respective consortium project coordinators to ensure:   

o project delivers its aims in an effective, timely and coordinated manner 
o project work plans are developed and updated regularly  
o timely completion of activities with documentation of results  
o timely completion and submission of internal and donor reports  

 Monitor and ensure all aspects of the projects contractual documentation are in place.  

 Identify any risks to the successful implementation of the project at an early stage and, together with the 
steering committee, set up risk mitigation measures.  
 

Consortium Coordination and Management 

 Convene and support the Steering Committee in its operational oversight role. 

 Convene and coordinate frequent joint meetings within the consortium structure. 

 Ensure smooth communication between the consortium partners both at strategic and technical levels 
through timely collection, collation and sharing of essential information in a clear manner.  

 Support partners to comply with agreed MoUs and EU financial and project guidelines through proper 
induction and close follow-up with each partner on processes.  
 

Staff management and development   

 Provide line management to the Project Finance Assistant.  

 Monitor and support staff in line with Saferworld’s performance management system. 
 
Financial management 

 Ensure all activity expenditure is within the appropriate budget allocations. 

 Lead in ensuring timely and accurate project budgeting and project forecasting. 

 Monitor the project budget and expenditure on a monthly basis to ensure optimum utilisation of funds 
and highlight any concerns promptly to the steering committee and/or individual consortium members for 
prompt rectification. 

 Work with partners to ensure timely preparation of expenditure requests and account for project 
expenditure in line with financial procedures. 

 Ensure that consortium staff comply with EU financial management policies through proper induction and 
close follow-up with each partner on processes.  

 
Networking, Communication and Advocacy  

 Identify and develop relationships with key strategic partners in government, civil society, media and other 
actors in Kenya. 

 Monitor official and non-governmental debates on themes related to security, justice and human rights in 
Kenya to identify the best opportunities for the project to provide input into policy debate. 

 Ensure effective communication of project activities, results and lessons amongst the consortium partners.  

 Represent the project at meetings, seminars, co-ordination fora and other events as appropriate. 
 
Monitoring & Evaluation 

 Ensure partners are aware of, and adhere to, narrative guidelines for the various reporting cycles. Provide 
training where needed and provide continuous assistance with the use of evaluation tools for the project.  

 Collect relevant information for narrative reporting to the donor – in close collaboration with the Project 
Coordinators and Finance Assistant. 

 Produce narrative reports for the donor and keep track of relevant deadlines and guidelines. 

 Communicate with the donor and produce relevant written requests or justifications in case of 
adjustments to the timeline of activities or other changes within the project implementation cycle. 

 Work with Saferworld’s M & E Coordinator to ensure that the project indicators are tracked and reported 
and to ensure that outcomes are mapped and harvested.  



 
Strategy and programme development 

 Where appropriate, contribute to the development of Saferworld’s Kenya country strategy (or that of other 
consortium partners) by providing analysis of human rights and security developments. 

 Occasionally participate in programmatic meetings within Saferworld (or that of other consortium 
partners) in line with the organisation’s strategies. 

 

PERSON SPECIFICATION 
 
Knowledge: 

 A Master’s degree in a relevant social science (or a first degree with substantial professional experience) 
 A good understanding of human rights and community security issues  
 Solid understanding and experience of civil society engagement, networking and capacity building 
 Solid understanding and experience in engaging with state and non-state actors  
 Knowledge of the human rights context in the urban settlements of Nairobi 
   Knowledge of, and commitment to, upholding human rights standards 

Experience: 
 A minimum of five years relevant work experience working with a non-governmental organisation 
 Experience in managing or working for EU funded projects  
 Demonstrable experience in project management including monitoring and evaluation 
 Proven leadership of a consortium project  
 Consensus decision-making experience 
 Experience of working with people from diverse cultural and socio-economic backgrounds 
 Experience of working in complex and politically-sensitive contexts 
 Experience of working with youth is desirable 

 
Skills: 

 Ability to work in a non-partisan manner, sensitivity to ethnic and cultural differences 
 Fluency in English, excellent communication skills, written and oral and ability to relate sensitively to  

diverse groups.  
 A team player: able to demonstrate a constructive, cooperative and problem-solving approach 
 Ability to work without close daily supervision, using own initiative and showing flexibility  
 Strong analytical and strategising skills 
 Excellent organisational and time management skills 
 Ability to work within a multi-cultural office environment and consortium structure 
 Ability to function in stressful environments and perform under time pressure 
 Ability to keep strict standards of confidentiality and security 

 

TERMS AND CONDITIONS 
 
Salary:  A competitive INGO salary   
Probation:  There will be a probationary period of three months 
Leave entitlement:  28 days per year (Jan-Dec) in addition to relevant public holidays  
Medical and life insurance 
Pension: Contributory scheme 
Hours:  Standard working week is 37.5 

APPLICATION PROCESS 
 
To apply:  Please complete a Saferworld application form (www.saferworld.org.uk/about/jobs) and email to Marie 
Aziz at jobs@saferworld.org.uk (please use subject heading:  Ref: PMKEN)  
 
Deadline for applications:  14th March 2018 
 
We regret that only shortlisted candidates will be contacted 
 

http://www.saferworld.org.uk/about/jobs
mailto:jobs@saferworld.org.uk


The Consortium values diversity and has a strong commitment to equality of opportunity. All applicants will be 
treated on equal terms, without discrimination on any grounds, and especially for reasons of gender, ethnicity, 
sexual orientation or physical disability. 
 
This position is based in Nairobi, Kenya.  Before appointment the successful candidate must provide proof of 
eligibility to work in Kenya. 

 


