
 

Grade: G6  

Vacancy no.: DC/DAR/GS/2026/01 
Publication date: 15 January 2026 
Application deadline (midnight local time, Dar es salaam, Tanzania): 28 January 
2026 

Job ID: 13456  
Department: RO-Africa  
Organization Unit: CO-Dar es Salaam  
Location: Kigali    
Contract type: Fixed Term  

Contract duration: One Year  

 

 Under article 4.2, paragraph (e) of the Staff Regulations, the filling of vacancies in 
technical cooperation projects does not fall under Annex I of the Staff Regulations and 
is made by direct selection by the Director-General. 

 To support the best informed process in the filling of the above-mentioned vacancy by 
direct selection, the ILO invites interested candidates to submit their application online 
by the above date. 

 The following are eligible to apply: 

• ILO Internal candidates in accordance with paragraphs 31 and 32 of Annex I of 
the Staff Regulations. 

• External candidates* 

*The recruitment process for General Service positions is subject to specific local 
recruitment criteria. The ILO may only offer a contract to persons who are Rwandan. 

 The ILO values diversity among its staff and welcomes applications from qualified 
female candidates. We also encourage applicants with disabilities. If you are unable to 
complete our online application form due to a disability, please send an email to 
ilojobs@ilo.org. 

 Technical cooperation appointments are not expected to lead to a career in the ILO and 
they do not carry any expectation of renewal or conversion to any other type of 
appointment in the Organization. A one-year fixed-term contract will be given. 

mailto:ilojobs@ilo.org


Extensions of technical cooperation contracts are subject to various elements including 
the following: availability of funds, continuing need of the functions and satisfactory 
conduct and performance. 

 *Conditions of employment for external candidates: In conformity with existing ILO 
practice, the appointment of an external candidate will normally be made at the first 
step of this grade. The entry level salary for this position is 25,990,000 (Rwanda francs) 
yearly. 

Introduction 

 Rwanda’s Vision 2050 formulates the ambition of fully developing the country’s 
economic and social potential. The blueprint recognizes the critical importance of the 
Rwandan “demographic dividend” as young people (16 to 30 years old) make up 27 per 
cent of the total population. However, young people face a severe lack of accessing 
decent and productive employment. Many youth in Rwanda are un- and under-
employment, with young women being considerably overrepresented. At the same time, 
Rwanda has highly prioritized digitalization as means to transform Rwanda’s socio-
economic development. The digitalization of the Rwandan economy is conceived as a 
cross-cutting enabler for the growth of other sectors of the economy but also and a 
source for the creation of decent and productive jobs within and beyond the ICT sector.  

 
The project "Boosting Decent Jobs and Enhancing Skills for Youth in Rwanda's Digital 
Economy" (the Project) will contribute to Rwanda’s structural transformation and 
contribute to a just transition towards a digital economy. It is financially supported by 
the Government of Luxembourg with an implementation period of four years. Its main 
goal is to enable more young women and men in Rwanda to access decent jobs in 
Rwanda’s digital economy, focusing on the youth between the age brackets of 16 and 30 
years from Secondary Cities as well as Kigali. 

 The main components of the project are: 

• Promoting job creation and entrepreneurship opportunities in the digital 
economy, including through supporting employment policy development and 
implementing interventions that stimulate enterprise growth. 

• Improve digital skills of young women and men, including by supporting 
Technical and Vocational Education and Training institutions in developing and 
implementing digital skills trainings.  

• Facilitate young people’s transition to decent work in the digital economy, 
including through digital internship and career guidance schemes as well as 
strengthening online job search platforms. 



 The project thus takes a systemic approach focussing on labour demand, labour supply 
and labour mediation. Implementation will be based on evidence and research and will 
emphasise public-private partnerships, collaboration with national and sectoral 
stakeholders and development partners and involvement of young people . 

Reporting Lines:  

The Senior Project Assistant (SPA) will work under the direct supervision of the 
Project Manager of the “Boosting Decent Jobs and Enhancing Skills for Youth in 
Rwanda’s Digital Economy” project, based in Kigali, Rwanda.  

 The ILO Country Office for the United Republic of Tanzania, Burundi, Kenya, Rwanda 
and Uganda will provide programmatic and operational support to the project team. In 
close coordination with the Project Manager, the NSPA will also receive technical 
support from technical specialists based in the ILO Regional Office for Africa and in the 
Decent Work Team for Eastern and Southern Africa.  

 The incumbent will be working in a project team consisting of an International Project 
Manager, a National Project Coordinator, a Senior Finance and Administrative Assistant 
and a Driver. 

Description of Duties 

• Under the guidance of the Project Manager, support the effective administrative 
implementation of assigned activities in the areas of digital skills and enterprise 
development with criteria of timeliness, quality and effectiveness, gender-
sensitivity, in accordance with the project’s requirements and the policies, 
values and procedures of the ILO. 

• Participate in the organization of special meetings and coordinate all important 
administrative arrangements for conducting workshops/seminars and trainings, 
as required by the project/programme. 

• Follow up on monitoring and evaluation activities, monitoring the progress of 
assigned activities in line with the M&E framework. 

• Organize and participate in project meetings and events, including awareness 
raising, implementation and validation workshops with stakeholders. 

• Closely administratively support implementation partners throughout the 
delivery of project activities and ensure timely and quality delivery of services to 
project beneficiaries, with a focus on ensuring a gender-sensitive approach and 
inclusion of young people with disabilities in the project’s activities;  

• Undertake missions relating to project implementation. 



• Prepare background information, detailed cost estimates, and periodic and ad 
hoc reports for use in project; 

• Prepare inputs to communication material and project progress reports, 
including documentation of good practices and lessons learned. 

• Perform other relevant duties as assigned. 

Required qualifications 

Education 

Completion of secondary school education and formal training in relevant 
administrative area. 

Experience 

At least six years of progressively responsible administrative work at senior level with 
supervisory experience. 

Languages 

Excellent command of English. Working knowledge of another official language of the 
Organization or an official national language of the duty station.  
  

Competencies 

• Ability to prioritize work assignments, organize own schedule, perform routine 
work independently, meet deadlines and adapt to changing demands. 

• Proficient in computer software (Microsoft Word, PowerPoint, Excel, Adobe 
Reader) and ability to use other software packages required by the Office (e.g. 
IRIS), 

• Ability to obtain services from other work units inside or outside the office for 
completion of tasks. 

• Ability to work with external partners and manage a heavy workload under time 
pressure. 

• Thorough knowledge and understanding of complex administrative guidelines 
and linkages to the technical activities that project delivers. 

• Good knowledge of work of the project /programme and the work carried out in 
other work units. 

• Knowledge of monitoring and evaluation approaches for capacity-building 
projects. 



• Ability to respond to requests and to deal with visitors with tact and diplomacy. 

• Ability to search and retrieve information from databases and compile reports. 

• Ability to deal with confidential matters with discretion. 

• Ability to work in a multicultural environment and gender-sensitive behaviour 
and attitudes are also required. 

 

  

Recruitment process 

 Please note that all candidates must complete an on-line application form. To apply, 
please visit ILO People. The system provides instructions for online application 
procedures.  

 Fraud warning 

 The ILO does not charge any fee at any stage of the recruitment process whether at the 
application, interview, processing or training stage. Messages originating from a non ILO 
e-mail account - @ilo.org - should be disregarded. In addition, the ILO does not require 
or need to know any information relating to the bank account details of applicants. 

  

Assessed candidates who will be considered as appointable but not selected for this 
position can also be offered to be assigned on another temporary position at the same 
or at a lower grade provided that said candidate possesses the minimum qualifications 
for this position 

 The ILO values diversity among its staff and welcomes applications from qualified 
female candidates. We also encourage applicants with disabilities. 

Apply to this job Now 

https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fperformancemanager5.successfactors.eu%2Flogin%3Fcompany%3DILO&data=05%7C02%7Cmusomba%40ilo.org%7C2f63e3ccfaf944774c1a08de541c3a5d%7Cd49b07ca23024e7cb2cbe12127852850%7C0%7C0%7C639040677380567373%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=Xbor%2BCy1PM5JEwIyuIEPBDshs%2BbQP%2FFr2vsUSUA6It8%3D&reserved=0
https://performancemanager5.successfactors.eu/sf/emailjobtofriend?jobId=13456&company=ILO

