EXTERNAL/INTERNAL JOB ADVERTISMENT
Rwanda Country Programme, Kigali Rwanda
Save the Children is the world's leading independent organization for children. We work in 120 countries. We work
together, with partners, to inspire breakthroughs in the way the world treats children and to achieve immediate and
lasting change in their lives. Save the Children works in seven regions in Rwanda with a current staff complement of
approximately 50 staff. SCI Rwanda Country Office seeks to hire qualified, committed and experienced nationals to fill
the following position:
Job Title:
Location:
Reports to:

Receptionist intern (3 months contract)
Kigali
Admin & HR Assistant

Job Purpose
Day to day front office tasks including managing the switchboard, receiving visitors and handling incoming and outgoing
correspondence. Provide support travel logistics to staff and visitors. Covering for the Administration & HR Assistant
as and when necessary.
Key accountabilities
Communication
 Responsible for receiving and management of visitors to the Kigali while ensuring visitors’ movements and
accommodation needs are well coordinated and communicated appropriately
 Attends correspondence and mailing activities of the office; receives and registers all incoming correspondences
to the office, sorts out and distributes to the appropriate staff.
 Screens incoming telephone calls and transmit to relevant staff
 Assist staff in placing long distance calls, register business or personal long distance calls.
 Verifies monthly telephone bills, identifies business and personal calls and notifies Finance Officer for settlement.
 Regularly update the Telephone Extension Directory for the office
 Manage the office notice board and keep information on the board current
Travel support
 Provides travel support to visitors, consultants, guests from both 'the field' and from ‘overseas’; providing air
tickets, Hotel booking, visa on arrival, visa extension are met in line with the requirements.
 Coordinates activities of visitors and work coordinate security briefing within 24 hours and all declaration forms
are signed and kept in file.
 Make a follow-up and arrange hotel reservation for staff and official visitors.
Admin & Office Management
 Report any damage and/or malfunction on the office utilities to the Administration & HR Assistant and ensure that
timely repair and maintenance is undertaken.
 Ensure that conference hall facilities are in order, clear and available for users as appropriate.
 Verify and ensure timely settlement of taxi bills, hotel bills, conference and meeting expenses while ensuring all
costs are charged appropriately as per budget codes provided.
 Work with the Admin & HR Assistant to ensure proper functioning of the office utilities such as Water,
electricity, telephone. Advise the Admin & HR Assistant of any office repair and maintenance needs.
 As required, support in preparing standard letters for acquiring visa, work permit, and government clearance
related issues

Filing & Archiving:
 Work with the Admin & HR Assistant to ensure proper filing of admin documents
 Responsible for the Library and related functions such as keeping of books and periodicals requisitioned;
undertaking orderly receiving, shelving, filing and issuing of books, magazines, reports, newspapers, etc.
SKILLS AND BEHAVIOURS (our Values in Practice)
Accountability:
 Holds self-accountable for making decisions, managing resources efficiently, achieving and role modelling Save
the Children values
 Holds the team and partners accountable to deliver on their responsibilities - giving them the freedom to deliver
in the best way they see fit, providing the necessary development to improve performance and applying
appropriate consequences when results are not achieved
Ambition:
 Sets ambitious and challenging goals for themselves (and their team), takes responsibility for their own personal
development and encourages others to do the same
 Widely shares their personal vision for Save the Children, engages and motivates others
 Future orientated, thinks strategically
Collaboration:
 Builds and maintains effective relationships, with their team, colleagues, Members and external partners and
supporters
 Values diversity, sees it as a source of competitive strength
 Approachable, good listener, easy to talk to
Creativity:
 Develops and encourages new and innovative solutions
 Willing to take disciplined risks
Integrity:
 Honest, encourages openness and transparency
QUALIFICATIONS AND EXPERIENCE
 Degree in business administration with some relevant experience in reception and office management.
 Proficiency in working with computers particularly spreadsheets and word processing
 Demonstrated ability to work in multi-cultural situations using a collaborative approach
 Commitment to Save the Children values
 Cross-cultural experience, understanding and sensitivity;
 Excellent interpersonal and written and oral communication skills;
Further information & how to apply
Interested candidates should send an application letter plus updated Curriculum Vitae in English, including 3 names of
professional referees to: HR-Rwanda@savethechildren.org before 25th November 2104.
This position is open to Rwandese national only.
*Note that only shortlisted candidates will be contacted.

