
 
 

 
 

Nairobi/Mogadishu Staff Position  
________________________________________________________________ 
 

Position: Administration Officer 
 
Job site: 50% Kenya/50% Somalia 

 
Report to: CEO, Field Coordinator, Finance Director 

 
Duration: Initially Six months but with the likelihood to extension 
 

Training: Inception training provided 
 

Status: Fulltime 
 
Starting date: Immediate 

________________________________________________________________ 
 
About WOCCA 

WOCCA (Women and Child Care Organization) is a non-political, not for 
profit humanitarian organization. Its aim is to provide support to 

vulnerable groups in conflict and drought stricken South-central 
Somalia. Established in 1996 by Somali professionals, its main objective 
is to improve the economic status of women-headed households (e.g. 

widows or divorcees) struggling with life as the sole breadwinners and to 
protect the rights of children. 
 

WOCCA's strength is that it has more than fifteen years experience 
operating in both TFG and Al Shabaab controlled areas with exclusively 

Somali staff that are from the areas they work in. As a result WOCCA 
has good relations with community and religious leaders and despite the 
challenging circumstances is able to implement projects effectively. In 

addition WOCCA collaborates with other NGOs in the area as an active 
member of various OCHA clusters (Livelihoods, Nutrition, NFIs, 

Protection, Education, Health and WASH). 
 
Purpose /Objectives:  

 
With close collaboration with the our field office Admin Officer will 
provide support to the programme officers both those who are in Somalia 

and Kenya 
 



Responsibilities/duties 
 

Under the direct supervision of Finance and Administration Director and 
overall guidance of the CEO, the Administrator will provide 

administrative and operational support to all elements of the projects. 
 
The overall Duties include, but are not limited to: 

 
 Updating the budget Tracking Sheets 
 Update the monthly Operation and consolidated Budget 

 Countercheck the Final Financial Report with Receipts 
 Updating the Project Database Template 

 Preparing and Updating the Projects Proof of Funds 
 Preparing project final Report Booklet  
 Checking office bills and Ensure they are paid on Time 

 Preparing and overseeing betty cash 
 Ensuring Quality Standard of office maintenance and cleanliness 

 Doing follow ups and Request of the missing project funds  
 Preparing Returns of the Office Monthly Expenditure 
 Maintenance of office files 

 Overall coordination and preparation of all meetings, minutes and 
events; 

 Take meeting notes, produce and post minutes; 

  Assist the Finance and Administration Director (who is the Admin 
and finance Director) 

 manage the handling of petty cash 
 Responsible for physical safety of the office premises and project 

office equipment and assets 

  Perform human resources activities such as keeping personnel 
files for the field office, schedule annual leave plans, health 
records, etc. 

 Keep track of needed office supplies 
 Update and maintain office filing system and contact list 

 Assisting visitors 
 Monitor project budget in terms of expenditures according to the 

work plan; 

 Arrange appointments for supervisor, receive visitors, places and 
screen telephone calls, 

 respond to routine requests for information and assist in making 
travel arrangements for project personnel; 

 Process employee requests for outside training while complying 

with policies and procedures 
 Provide advice and assistance in developing human resource plans 
 Monitor daily attendance. 



 Monitor scheduled absences such as holidays or travel and 
coordinate actions to ensure the staff absence has been adequately 

covered off to ensure continuity of services. 
 Arrange for the repairs of computers and other office equipment 

and assist with organizing staff to carry out work due periods of 
equipment shutdowns.  

 Attend Council meetings to provide information, when necessary. 

 Undertake other assignments that the Project Coordinators and 
Project Manager may deem necessary. This may include field visits. 

 

Qualifications required:  
 

1. Administration diploma or previous experience with other 
organization working in Somalia in the administration field 

2. Three years experience of working in Humanitarian field 

3. Strong knowledge of the Somali humanitarian situation.  
4. Good cooperation skills and ability to work in a team 

5. Good problem solving and social skills and creative, to think of 
alternative solutions. 

6. Stress-resilient to be able to cope with deadlines and complex 

problems; 
7. Strong organizational, interpersonal and communications skills.  
8. Computer and reporting skills 

9. Fluency spoken and written English written and spoken and 
Somali; 

10. Willing to work extra hours and available at the weekend for 
emergency cases.  

 

Remuneration  
Negotiable  
 

How to Apply 
If you strongly believe you are the right candidate for this position please 

submit your application in English detailing your experience for the post 
to hr@woccaorg.com or daud.nor@woccaorg.com  
 

Deadline: 10th of September 2012 COB 
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