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Specia l Vacancy  Notice 

MU10.SVN2024-01 

 

 

 

Position Title: Program m e Coordinator 

Duty Station: Port Louis, Maurit ius 

Position grade Genera l Serv ice Staff , Graded – G7 

Type of Appointment: Specia l Short-Term  Contract, 6 m onths with possibility  of 

extension 

Estimated Start Date: As soon as possible 

Closing Date: 09 February  2024 

 

 

Established in 1951, International Organization for Migration (IOM) is the leading UN agency in the field 

of migration, works closely with governmental, intergovernmental and non- governmental partners. IOM 

is dedicated to promoting humane and orderly migration for the benefit of all. It does so by providing 

services and advice to governments and migrants. 

 

 

Context 

Under the overall supervision of the Chief of Mission and direct supervision of the National Programme 

and Policy Officer, and in cooperation with the Communication Assistant and the Resource Management 

Unit, the incumbent will be responsible and accountable for the preparation, implementation and 

monitoring of projects and activities of IOM in Mauritius and Seychelles. 

IOM is committed to a diverse and inclusive environment. Read more about diversity and inclusion at 

IOM at www.iom.int/diversity. 

Applications are welcome from first- and second-tier candidates, particularly qualified female 

candidates as well as applications from the non-represented member countries of IOM. 

For all IOM vacancies, applications from qualified and eligible first-tier candidates are considered before 

those of qualified and eligible second-tier candidates in the selection process. For the purpose of this 

vacancy, internal candidates are considered first-tier candidates. Second tier candidates include all 

external candidates. 

http://www.iom.int/diversity
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Core Functions / Responsibilities 

1. Independently lead and coordinate the implementation of the project; monitor implementation of 

the activities to ensure work is proceeding according to established plans; analyse implementation 

difficulties and make recommendations for adjusting implementation modalities and work plans to 

best reflect changing environment on the field. 

2. Regularly research, follow-up, compile, analyse and present information/data on national, regional and 

international developments, reports, legislation and other relevant documentation, highlighting 

noteworthy issues for the consideration of appropriate parties. 

3. Monitor budget expenditures; verify availability of funds and maintain a proper record of approved 

project budgets and their revisions. 

4. Coordinate and monitor the financial, administrative and technical aspects of the project in line with 

IOM policies and donor requirements. 

5. Plan, coordinate and conduct capacity building workshops for relevant internal and external parties. 

6. Participate in meetings and conferences; maintain effective liaison and coordination with local 

authorities, partners, United Nation agencies, intergovernmental and non- governmental 

organizations, donors and other stakeholders relevant to the project. 

7. Coordinate the preparation of correspondence, briefing notes, presentations, narrative and financial 

reports; ensure status reports are prepared and submitted in a timely manner. 

8. Identify and document good practices and lessons learned; contribute to the development of Standard 

Operations Procedures (SOP), policies and concept papers and support the development of new 

projects. 

9. Supervise and provide guidance and training to reporting staff. 

10. Perform other related duties as assigned. 

 

Required Qualifications and Experience: 

Education  

• School diploma with seven years of relevant experience; or, 

• Bachelor’s degree in Political or Social Sciences, International Relations, Development Studies, 

Migration Studies, Human Rights, Law or related fields from an accredited academic institution with 

five years of relevant professional experience. 

 

Experience & ski l l s  

• Experience in liaising with governmental authorities, national/international institutions, United 

Nations agencies and non-governmental organizations; 

• Experience in working with migrants, refugees, internally displaced persons, victims of trafficking and 

other vulnerable groups; 

• Prior work experience with international humanitarian organizations, non-government or government 

institutions/organization in a multi-cultural setting is an advantage. 

• Strong analytical, organizational and reporting skills; 
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• Basic knowledge and understanding of gender issued; strong commitment to the goal of gender 

equality; 

• Accuracy and professionalism in document production and editing; 

• Computer proficiency, above all proficiency in using Microsoft Office suite and web-based systems 

• Excellent interpersonal skills; culturally and socially sensitive; ability to work inclusively and 

collaboratively with a range of partners, including grassroots community members, religious and youth 

organizations, and authorities at different levels; familiarity with tools and approaches of 

communications for development; 

• Ability to work and adapt professionally and effectively in a challenging environment; ability to work 

effectively in a multicultural team of international and national personnel; 

• Self-motivated, ability to work with minimum supervision; ability to work with tight deadlines; 

• Have affinity with or interest in migration issues, volunteerism as a mechanism for durable 

development, and the UN System 

 

Languages 

Fluency in English, French and Mauritian Creole is required. 

 

Required Competencies 

The incumbent is expected to demonstrate the following values and competencies: 

 
VALUES - All IOM staff members must abide by and demonstrate these five values: 
 

Inclusion and respect for  diversity : Respects and promotes individual and cultural 
differences. Encourages diversity and inclusion. 

Integrity and transparency : Maintains high ethical standards and acts in a manner consistent 
with organizational principles/rules and standards of conduct. 

Professional ism: Demonstrates ability to work in a composed, competent and committed 

manner and exercises careful judgment in meeting day-to-day challenges. 

Courage: Demonstrates willingness to take a stand on issues of importance. 

Empathy: Shows compassion for others, makes people feel safe, respected and fairly treated. 
 

CORE COMPETENCIES  - Behavioural indicators – Level 1 

 

Teamwork: Develops and promotes effective collaboration within and across units to achieve 

shared goals and optimize results. 

Del ivering results : Produces and delivers quality results in a service-oriented and timely 
manner. Is action oriented and committed to achieving agreed outcomes. 

Managing and sharing knowledge : Continuously seeks to learn, share knowledge and 
innovate. 

Accountabi l i ty : Takes ownership for achieving the Organization’s priorities and assumes 
responsibility for own actions and delegated work. 
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MANAGERIAL COMPETENCIES  - Behavioural indicators – N/A 
 

Leadership: Provides a clear sense of direction, leads by example and demonstrates the ability to 
carry out the Organization’s vision. Assists others to realize and develop their leadership and 

professional potential. 

Empowering others : Creates an enabling environment where staff can contribute their best 
and develop their potential. 

Bui lding Trust : Promotes shared values and creates an atmosphere of trust and honesty. 

Strategic thinking and vis ion : Works strategically to realize the Organization’s goals and 

communicates a clear strategic direction. 

Humi l i ty : Leads with humility and shows openness to acknowledging own shortcomings. 

 

Other 

Appointment will be subject to certification that the candidate is medically fit for appointment and 

verification of residency, visa and authorizations by the concerned Government, where applicable. In all 

cases, a prerequisite for taking up the position is legal residency in the country of the duty station. 

 

The appointment is subject to funding confirmation. 

 

How to apply 

Interested candidates who meet the minimum requirements are invited to submit their applications 

containing a letter of motivation and a detailed up-to-date Personal History (P11) form and resume / CV 

by email to iommauritius@iom.int, by  09 February  2024 specifying the reference number 

(MU10.SVN2024-01) on the subject line of the email. 

Only complete applications (detailed Personal History (P11) form, CV, letter of motivation and) will be 

considered. The Personal History (P11) form can be downloaded here: https://ropretoria.iom.int/vacancies 

 

Incomplete applications will be rejected. Only shortlisted candidates will be contacted. 

 

Posting period 
 

From 24.01.2024 to 09.02.2024 

mailto:iommauritius@iom.int
https://ropretoria.iom.int/vacancies
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