
 

 

JOB DESCRIPTION 

Project Coordinator & Office Manager– Nairobi, 
Kenya 
 
Wasafiri is a fast growing, values-led consultancy business, committed to delivering change 
in Africa. Established in 2010 by a small group of British, Zambian and Rwandan consultants, 
we are relentlessly optimistic about Africa’s future. 
 
We work with companies, governments and communities operating in complex systems and 
markets to help deliver change across a range of key issues – including agricultural 
development, conflict and stabilisation, climate change and institutional development.  
 
We specialise in facilitating and supporting multi-stakeholder processes, because we believe 
that no single person or organisation has the power, resources or ideas to drive change alone. 
Therefore, to transform the political, economic or social systems that enable or constrain 
them, companies, governments, communities and other partners must act together.  
 
We operate from bases in the UK, and Kenya and are currently delivering work in over 10 
countries, with clients from across the public and private sectors. 
 
We seek a full-time position to support the day-to-day management of all aspects of our small 
but growing business based in Nairobi, Kenya.  The ideal candidate has the right to live and 
work in Kenya, and thrives in a fast-paced entrepreneurial environment. 
 
Responsibilities 
Exact responsibilities will be adapted to the successful candidate’s skills, but should include 
most of the following: 
 
Office Manager – 40% FTE 
• Accounting and finance systems 
• Project management systems 
• Reviewing consultants’ CVs, assisting in recruitment 
• General office management and administration 
 
Project Coordinator – 60% FTE 
• Support to project teams in East Africa 
• Support consultants as they undertake assignments e.g. ensuring internal process 

compliance, managing quality assurance, and arranging travel logistics 
• Invoicing and bookkeeping 
• Month-end accounting  
 
Details 
• Full-time  
• Preferred start date 1 December 
• Based in Nairobi, Kenya 
• KES100,000 to 150,000 gross monthly based on skills and experience 
• Reporting to Line Manager 
• Visit www.wasafiriconsulting.com for more information about our work 
 
 
Person specification 
Essential skills and experience 
• Detail-focussed and organised 
• Proactive and able to operate independently and as part of a team 
• Friendly, with good communication skills 



 

 

• Fast and confident with computers, especially using online software and Microsoft office 
• A good match with our organisational values – tackling poverty, action-oriented, quality 

relationships, and commitment to excellence. 
• Experience working in Kenya and ideally within small businesses 
• Must have the right to live and work in Kenya 
 
Desirable skills and experience 
• Experience of business administration and travel planning 
• Knowledge and experience of international development work 
• Cross-cultural experience,  
• Fluent in English and Kiswahili – both oral and written professional communication 
 
Application process 
Please send your CV with a covering letter to candida@wasafiriconsulting.com 
Application deadline is noon, Friday, October 21st. Shortlisted candidates will be interviewed 
the following week, and promising candidates will be given a second interview with a 
management panel. 
 


