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Job description: East and Central Africa Programme Officer 
1. General 

Job Title:  East and Central Africa Programme Officer  

Location:  London, with occasional travel 

Reporting to:  ECAP Programme Director 

Responsible for: Programme Assistant and Volunteers 

Duration: Fixed term contract 37.5 hours a week for one year. 

Programme overview 

Conciliation Resources has a record of creative peacebuilding in East and Central Africa dating back to 1997 
when we started work on the conflict with the Lord’s Resistance Army (LRA). In 2002 we published Protracted 
Conflict, Elusive Peace, issue 11 of Accord: an international review of peace initiatives that analysed the 
efforts for peace in Northern Uganda. This Accord issue was updated in 2010. Building on earlier experience, 
between 2006-2015 Conciliation Resources implemented a programme with the overall goal of contributing to 
the non-violent end to the LRA conflict and a peacebuilding process that is just, sustainable and seeks to 
meet international human rights standards and the needs of the conflict-affected peoples. Some of the 
published materials from this work include: Back but not home: supporting the reintegration of former LRA 
abductees into civilian life in Congo and South Sudan, August 2014; In New Light: protection of civilians, the 
Lord’s Resistance Army and the African Union Regional Task Force, May 2015; Between 2013 and 2015, we 
implemented a project supporting community dialogue and peace in the Central African Republic (CAR). The 
Programme works in four countries:  Central African Republic (CAR), the Democratic Republic of Congo 
(DRC), South Sudan and Uganda. 

Conciliation Resources is currently recruiting a Programme Officer to join the East and Central Africa 
Programme team.  The post requires frequent travel to the region especially CAR, DRC and South Sudan.  

Job purpose 

Support East and Central Africa Programme team in programme implementation. The Programme has two 
interrelated outcomes:  

1. To prevent violence and transform relationships in the CAR through dialogue and reconciliation 
processes. 

2. Community leaders in the DRC and South Sudan with whom CR works are spearheading efforts to 
prevent violence and promote reconciliation in their communities, including through influencing policy 
change. 
 

Scope and accountability 

The ECAP Programme Officer forms part of the East and Central Africa Programme team, which also 
comprises the Programme Director, Projects Manager, Project Manager (based in Dungu, DRC) and a 
Programme Officer (based in Bangui, Central African Republic).  

The East and Central Africa Programme Officer, reporting to ECAP Director, plays a pivotal role within the 
team, with significant responsibilities for programme management, partner liaison and a leading role in 
managing the logistics of programme events. In addition, the post has a supporting role in project-wide 
financial administration and information management. The Programme Officer, based in London, will work 
closely with the programme to assist and oversee their achievement of agreed outputs and submitting timely 
and accurate narrative and financial reports. 



 

 

Specific responsibilities and tasks 

a.  Programme and partner support 

• Liaise with partners, the Programme Director, Projects Manager , Project Manager  (based in DRC) and 
Programme Officer (based in Bangui) on programme plans; produce and update programme 
management documentation, including partner MOUs, work plans, budgets , transfer 
schedules/breakdowns, financial and narrative reporting forms and consultant contracts and associated 
Terms of Reference. 

• Manage a portfolio of specific projects, overseeing their implementation at all stages (design, managing 
budgets, planning, implementation, reporting). 

• Assist the East and Central Africa Programme Director and Projects Manager in supporting partner 
organisations to implement their project in compliance with contractual criteria agreed with the donors 
and Executive Management Team. 

• Support the Programme team to ensure that partners are aware of, and meet, the financial and narrative 
reporting requirements and standards of Conciliation Resources and its donors, ensuring reports are 
delivered in a timely and consistent manner, and they are accurate and complete. 

• Provide support, advice and facilitation to Conciliation Resources’ partner organisations, to achieve 
mutually agreed outputs and outcomes and ensure that these are implemented in compliance with 
contractual criteria agreed with donors. 
 

• Facilitate collaboration, implementation of activities and shared analysis amongst programme partners. 
• Develop and maintain a programme-wide calendar of reporting deadlines; log, file and acknowledge 

receipt of partner financial and narrative reports and follow up with partners (by Skype, phone and email, 
but also in person, if required) with requests for additional information. 

• Collate data for monitoring and evaluation (M&E) and donor reporting purposes, ensuring that relevant 
databases and logs are kept up to date. 

• Produce drafts of donor financial and narrative reports for the East and Central Africa team, drawing on 
partner reports, trip reports, programme analysis and M&E databases. 

• In liaison with the Programme Director and the Projects Manager, contribute to and/or lead on the drafting 
of reports and/or proposals. 
 

c. Logistical support and event management  

• Lead on logistical arrangements for events (such as dialogue meetings, launch events, and roundtables, 
taking place in London, Brussels, the region or elsewhere) and negotiate with service providers for 
accommodation, facilities, food and equipment needs, ensuring that Conciliation Resources’ policy on the 
Procurement of Goods and Services is followed. 

• In liaison with the Programme Director and the Projects Manager, conclude contracts with consultants 
and other service providers. 

• Arrange travel, visas, accommodation and per diems for event participants, staff and consultants. 
• Prepare, as needed, event materials, participant packages and equipment. 
• In conjunction with the Finance Team, support partners in developing their core organisational and 

financial management skills and capabilities. 
• When required, participate in events organised by the ECAP team, oversee logistical arrangements 

and/or take minutes and/or produce reports where relevant. 
 

d  Documentation, information management and communications  

• Support the project team and partners to document project activities, collate data and link this to the 
Planning, Monitoring, Evaluation and Learning mechanism agreed by Conciliation Resources and 
partners. 

• Upload activity reports to the organisational intranet. 



 

 

• Contribute to the writing of project reports for Conciliation Resources, donors and other audiences. 
• Compile and keep up to date, an inventory of the East and Central Africa Programme publications and 

audio-visual materials; maintain distribution lists; coordinate mailings; replenish display shelves; flag any 
reprint needs. 

• In liaison with the Communications team keep the programme section of the organisation’s website up to 
date and draft content for publication on Conciliation Resources website. 

• Contribute to organisation-wide communications and knowledge management (such as inputting and 
updating information on the contacts database, upload activity reports to the organisational intranet and 
maintain efficient electronic and paper filing systems). 
 

e. Strategy and development 

• Support the team in the design and development of projects that strengthen and consolidate the 
programme’s success in achieving its objectives. 

• Contribute to the programme’s strategic and operational planning processes, including participation in 
annual planning cycles, and sharing analysis from fieldwork experience. 

• Stay informed of political, social, economic and security developments in the region and contribute to the 
programme’s reflection and analysis. 

 
f. Other 

• Line management of East and Central Africa programme interns and volunteers  
• Participate in line management, annual appraisals and keeping the BreatheHR Information System up to 

date. 
• Participate in team and organisation-wide meetings and annual planning processes. 
• Perform other duties and tasks, consistent with the skills and expertise of the postholder. 
• Participate in other staff recruitment processes as requested. 
• Receive guests, share in collegial duties and generally provide mutual support to colleagues. 

 
Person specification 

Knowledge 

• A graduate university degree (or local equivalent) or the equivalent by experience, in a relevant subject 
area (e.g. conflict transformation, security, international relations, development studies, or a related field) 
is desirable 

• A good knowledge of East and/or Central African in general and the Democratic Republic, South Sudan 
and Central African Republic context in particular 

• Excellent spoken and written English and French is essential 
 

Experience 

• Experience of working in a project or programme support position 
• Experience of working with partner organisations or clients from a distance and jointly delivering a project 

or service 
• Logistical support and event management experience 
• Experience of handling diverse sources of information and working with filing systems and databases 
• Financial administration and reporting experience 
• Project administration experience in an NGO would be desirable 
• Familiarity with civil society organisations in East and Central Africa would be desirable 
• Experience of project management, particularly financial management, in an international context - 

desirable 
 



 

 

Skills/attributes  

• Excellent spoken and written English and French 
• Excellent verbal and written communication skills 
• Good computer and IT skills, preferably in a Mac environment including Excel and Word 
• Accuracy and attention to detail and strong organisational skills 
• Ability to meet deadlines, prioritise tasks and work well under pressure 
• Appreciation of political sensitivity and of issues of confidentiality  
• Requirement to be self-servicing and have the ability to work independently as well as to work as part of 

a team, and to work collaboratively with a flexible approach to delivering outputs 
• Initiative, enthusiasm and a problem-solving approach to new challenges 
• Ability and willingness to occasionally work flexible hours 
• Ability ad willingness to travel to East and central Africa if required 
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