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UNIVERSITY OF NAIROBI 

 
EXTERNAL JOB VACANCIES (PROJECT POSITION) 

 

PROJECT COORDINATOR, MOHERE PROGRAM, DEPARTMENT OF PUBLIC HEALTH, 
PHARMACOLOGY AND TOXICOLOGY, AD/5/57/23 - 1 POST 
 

The Position  
The University of Nairobi (UoN) is seeking a Project coordinator to oversee a key US-funded grant 
and sub-grant activities to support the Masters in One Health and Emergency Research Ethics 
Program (MOHERE). The project coordinator will coordinate all aspects of the implementation 
and results reporting of the program from the University of Nairobi side in collaboration with the 
Program Manager at The Ohio State University (OSU) and all Principal Investigators (PIs). The 
project coordinator will work directly with the PIs and key personnel to ensure goals are met within 
the specified times. The project coordinator will also organize visits to University of Nairobi for 
program partners and assist in travel arrangements for OSU and UoN faculty and Advisory 
Committee members. The coordinator will assist in data collection, collation, evaluation and 
tracking achievement of program aims and preparing reports for all stakeholders. This position is 
located at the Department of Public Health, Pharmacology and Toxicology, Faculty of Veterinary 
Medicine, University of Nairobi, Nairobi, Kenya. 
 

Duties and Responsibilities  
i) Provide overall project administration for the grant through planning, organization, 

coordination, and timeline management. 
ii) Plan, schedule and attend meetings with administrative team members and PIs to 

support implementation and management of the project. 
iii) Support overall grant compliance and serve as the UoN team’s lead on all grant 

requirements and allowable costs for assigned grant. 
iv) Collaborate with OSU partners to manage the grant using electronic systems (Workday, 

Microsoft One Drive, Microsoft Excel, etc.) 
v) Plan, book, and track grant related travel for the assigned grant (domestic and 

international). 
vi) Provide project management support for project level monitoring and evaluation; ensure 

appropriate, timely and high-quality project technical and financial reports  are compiled 
and submitted; prepare quarterly progress and annual project reports in line with the set 
work plans 

vii) Maintain an organized online system of grant related documents through OneDrive and 
Teams. 

viii) Contribute to follow-on applications and annual funding renewal applications as 
applicable. 

ix) Assist learners in program related issues and actively engage in seminars, webinars and 
workshops 

x) Work closely with program faculty to ensure program related activities are conducted as 
per the required standards 

xi) Help promote, manage and coordinate MOHERE program activities and events when 
deemed necessary including scheduling program and project meetings as needed 

xii) Work collaboratively with other groups involved in MOHERE 
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xiii) Develop  program work plans and assist with coordination of workshops, training events, 
website updates and MOHERE fellows monthly meetings  

xiv) Any other related duties as may be given by the Principal Investigator 
xv) Review and approve monthly project invoices to ensure compliance with sponsor 

requirements.  
xvi) Coordinate with OSU partners to process invoices in a timely manner.  
xvii) Collaborate with team members to resolve invoice-related inquires and ensure adequate 

documentation for grant compliance. 
xviii) Manage post-award grant budget and work plan development for UoN-related costs and 

act as key contact providing project management support during sub-awardee budget 
and workplan development.  

xix) Manage budget and workplan modifications for internal documentation and sponsor 
approval in coordination with project PIs, OSU partners, and sub-awardees. 

 

Communications: 
 

Maintain routine communication with project Principal Investigator(s), co-investigators, sub-
awardee team members, OSU partners, and sponsor counterparts on various grant 
management, implementation, and reporting priorities. 
 

Job specifications  
 

1. Bachelor’s degree in any of the following fields: Business Management/Administration, 
Finance and Accounting, Project Management and Office Management with at least three (3) 
years’ experience providing program implementation administrative support  

2. At least two (2) Experience in managing donor funded grants,  
3. Familiarity with health research and online educational methods, and  
4. Excellent computer skills.  
5. Experience in facilitating partnerships with stakeholders; experience with sub-award 

management. 
 

Terms of appointment 
 

This is a position whose tenure is a one (1) year contract, renewable based on performance and 
by mutual consent. The salary is negotiable depending on the level of education and work 
experience. 
 

Notes  
 

1. Applicants should email their application letters, certified copies of certificates and curriculum 
vitae (CV) giving details of their qualifications, experience and three (3) referees, as well as 
indicating their telephone and e-mail contacts. 

2. Applications and related documents should be forwarded addressed to the Director, Human 
Resource, University of Nairobi. 

3. Applicants should state their current designations, salaries and other benefits attached to 
those designations. 

4. The application letter must bear the reference code indicated in the advertisement. 
5. Late applications will not be considered. 

6. Applications should be emailed as one file in PDF to: recruit-pcmpdophpat@uonbi.ac.ke   
 

CLOSING DATE: FRIDAY, JUNE 2, 2023 
 

THE UNIVERSITY OF NAIROBI IS AN EQUAL OPPORTUNITY EMPLOYER. 
ONLY SHORTLISTED APPLICANTS WILL BE CONTACTED. 
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