
 

INTERNATIONAL LABOUR ORGANIZATION 
 

 

DECENT WORK FOR ALL 

 

The ILO is the Specialised Agency of the United Nations devoted to the promotion of social justice and human 

rights in the world of work. The primary goal of the ILO today is to promote opportunities for women and men 

to obtain decent and productive work in conditions of freedom, equity, security and human dignity. It is the only 

tripartite United Nations agency, bringing together representatives of governments, employers and workers. 

The ILO Office in Lusaka is looking for professionals with a proven track record of high performance and who 

are eager to work within an internationally diverse, globally challenging, highly principled environment and 

ready to contribute to ILO making its vision a reality. 

 

VACANCY ANNOUNCEMENT (1 position) 

Background  

 

In collaboration with other UN agencies in Zambia (UNFPA, WHO, UNDP, UNICEF, UNAIDS) the 

ILO will implement a project on “promoting disability inclusion in HIV, sexual and reproductive health 

and social protection in Luapula Province”. The project is funded by the UN Partnership on the Rights 

of Persons with Disability (UNPRPD). 

 

The project focuses on promoting disability inclusion in HIV, sexual and reproductive health services, 

with a particular emphasis on women and girls with disabilities, and linkages to social protection in 

Mansa and Samfya Districts in Luapula Province.  

 

In this context, the ILO Lusaka office seeks to recruit a National Project Officer based in Mansa, 

Zambia. 
 

 (1) National Project Officer, NPO NO-A (Ref. ILO/LUS/NPO/SP/2/2018/TC) - MANSA 

Main responsibilities and duties: 

 

1. Coordinate the implementation of the UNPRPD project through timely provision of inputs and 

outputs, and planning, control, monitoring and evaluation of project activities, in conformity 

with ILO policies and project strategies, and in accordance with ILO programming guidelines 

and country/action programs, and administrative and financial procedures. 

 



2. Provide technical advice and guidance to national partners in the design, implementation, 

monitoring and evaluation of project activities under the UNPRPD, under the guidance of the 

Disability Coordinator and the CTA 

 

3. Review, verify and analyze workplans, progress and final reports and other data for clarity, 

consistency and completeness and monitor the progress of Project activities. Follow-up on 

delayed documents, clarify information, and answer questions about clearance and processing 

requirements to support successful completion of agreed activities 

 

4. Lead in the preparation of briefs, background information, technical reports and periodic 

progress reports and statistical data on status of the overall activities of the Project. 

 

5. Assist in the programming and control of resources of the project, prepare budget estimates 

and expenditure forecasts by analysing and monitoring situation of resources as compared to 

planned activities and making recommendations for remedial action.  

 

6. Promote ILO standards  regarding disability inclusion and non-discrimination 

 

7. Perform other related tasks/assignments as may be assigned by the supervisor. 

  

Qualifications and experience:  

 First level university degree in social sciences (in a discipline related to Development, 

Disability, and Social Protection or similar) with demonstrated expertise in the relevant 

technical field and strong knowledge on development issues particularly in Zambia. 

 At least one or two years of relevant experience in project management, administration and 

implementation of grant/cooperative agreement requirements (including meeting deadlines, 

achieving targets, and overseeing the preparation and submission of required reports to the 

project donor), preferably with thematic emphasis on disability inclusion and/or social 

protection.   

 Familiarity with ILO policies and procedures including experience working with officials of 

ministries of Labour, Education, Social Welfare and Disability in Zambia would be an 

advantage 

 

Competencies: 

Knowledge and experience in assessment and elaboration of programme and policy proposals on 

disability inclusion; Familiarity with national instruments and debate on disability inclusion and social 

protection in Zambia; Proven knowledge and understanding of the rights based approach to disability 

inclusion and the principles of the UN Convention on the Rights of Persons with Disabilities; 

Knowledge of the office’s financial rules and regulations ;Good knowledge of the context and 

challenges for the project areas of expertise; Strong analytical skills and ability to justify requirements 

and approaches to problem resolution and good drafting skills; Ability to communicate effectively both 

orally and in writing. Demonstrate collaborative and team work experience and ability to work 

effectively with a multicultural and interdisciplinary team as well as work on his/her own initiative; 

Ability to work independently, quickly, precisely, and take initiative and responsibility. 

 

 



How to apply 

Submit application letters with CVs (do not include certificates) with at least 3 traceable references to 

us by email HR_Lusaka@ilo.org  or to the Director, ILO Country Office for Zambia, Malawi and 

Mozambique, Lubwa Road, Rhodes Park, P.O. Box 32181, Lusaka by 2 March 2018 .Only 

shortlisted candidates will be considered.  

For the full detailed Job Description see under the advert on `Employment Opportunities’ 

www.ilo.org/lusaka 

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 candidates possesses the minimum qualifications for this position. 

 

“ILO IS COMMITTED TO GENDER EQUALITY IN ITS MANDATE AND ITS STAFF. 

WELL QUALIFIED CANDIDATES, PARTICULARLY FEMALES AND PERSONS WITH 

DISABILITY ARE STRONGLY ENCOURAGED TO APPLY”. 

 

********************************************************************************** 

 

JOB DESCRIPTION: 
Organisational Unit/Department: ILO Country Office for Zambia, Malawi and Mozambique 

Technical Responsible Unit/Department: Social Protection 

Technical Cooperation Programme: 
Promoting disability inclusion in HIV, sexual and reproductive 

health and social protection in Luapula Province 

Centralised or Decentralised Project: Decentralized 

Position (Title): National Project Officer (Mansa) 

Proposed grade (to be confirmed by HRD): NO-A 

Duty Station: Mansa, Zambia 

Type of contract (SST, ST or FT): FT 

Source of funding (TC, PSI or RBSA): TC 

Duration:  12 months  

 

 

1. Introduction: general information about the context in which the official will work / background on the 
project: 

In collaboration with other UN agencies in Zambia (UNFPA, WHO, UNDP, UNICEF, UNAIDS) 

the ILO will implement a project on “promoting disability inclusion in HIV, sexual and 

reproductive health and social protection in Luapula Province”. The project is funded by the UN 

Partnership on the Rights of Persons with Disability (UNPRPD). 

 

http://www.ilo.org/lusaka


The project focuses on promoting disability inclusion in HIV, sexual and reproductive health 

services, with a particular emphasis on women and girls with disabilities, and linkages to social 

protection in Mansa and Samfya Districts in Luapula Province.  

 

The project seeks to capitalize on the existing normative environment, which protects the right 

to health and well-being of persons with disabilities to strengthen the structural features already 

in place and build a sustainable approach to disability inclusion that later can be scaled up to 

national level. The project will focus on changing attitudes and building capacity within 

communities, among traditional and religious leaders, service providers as well as DPOs to 

provide accessible services in the selected districts in Luapula. The project will also engage 

with the provincial administration in providing support to broader disability inclusion at the 

provincial level.  

 

The project is guided by five main outcomes: a) The capacity of the provincial administration in 

Luapula to undertake disability inclusive planning and budgeting is strengthened; b) 

Multisectoral service providers on HIV, SRH and social protection in Mansa and Samfya provide 

disability inclusive services; c) Disabled persons organizations advocate strategically and 

coherently for disability inclusion among service providers and decision-makers; d)  Traditional 

and religious leaders are actively involved in eradicating stigma and discrimination related to 

disability; e) Men and women with disabilities have greater understanding of their HIV, SRH 

and social protection rights and are able to claim them   

Scaling up of the lessons learned in Luapula Province on approaches for disability 

mainstreaming and inclusion at provincial and district level will be provided through close 

integration with policy and programming work taking place under the disability pillar of the UNJP 

on Social Protection, which includes a strong focus on capacity building at national and 

decentralized level for disability mainstreaming and awareness raising. 

Within the policy and procedural requirements established by the ILO and the Project, the 

Project Coordinator will be responsible for providing direct technical support to the planning, 

delivery and monitoring of the activities envisaged in the approved project document, in 

collaboration with other UN-agencies participating to the project. 

The project coordinator will oversee implementation of activities implemented in partnership 

with DPOs and other partners in Luapula. The project coordinator will be based in the UNFPA 

field office in Mansa, and supported by technical staff in the participating agencies who will 

commit a certain amount of their time to the project. Local office space and transport facilities 

will be provided by UNFPA. 

2. Reporting lines:  
 

Under the overall responsibility of the Director of the ILO CO-Lusaka, the National Project 

Officer will directly report to the Disability Coordinator in charge of the Disability pillar of the 

UNJP on Social Protection in the ILO Lusaka Country Office. Technical and strategic oversight 

will be provided by the Chief Technical Advisor for Social Protection in Zambia, Malawi and 

Mozambique in CO-Lusaka.  S/he will also work closely with technical counterpart from other 

UN participating agencies at district and national levels, and the Social Protection Specialists 

attached to the ILO Decent Work Team in Pretoria. 

 



3. Main duties and responsibilities: 

a. Coordinate the implementation of the UNPRPD project through timely provision of 
inputs and outputs, and planning, control, monitoring and evaluation of project 
activities, in conformity with ILO policies and project strategies, and in accordance with 
ILO programming guidelines and country/action programs, and administrative and 
financial procedures. 

 

b. Provide technical advice and guidance to national partners in the design, 
implementation, monitoring and evaluation of project activities under the UNPRPD, 
under the guidance of the Disability Coordinator and the CTA 

 

c. Review, verify and analyze workplans, progress and final reports and other data for 
clarity, consistency and completeness and monitor the progress of Project activities. 
Follow-up on delayed documents, clarify information, and answer questions about 
clearance and processing requirements to support successful completion of agreed 
activities.  
 

d. Follow-up with relevant technical officers with counterparts in organizations and line 
ministries at national level, partner and executing agencies, government offices, 
constituents and in other organizations to expedite implementation and meet targets. 
Prepare materials for capacity building, organize and conduct training programmes and 
arrange for seminars and workshops to raise awareness and increase capacity and 
knowledge on disability inclusion in social protection programmes and services in the 
Luapula province. 
 

e. Participate in the preparation and conduct of conferences, seminars, workshops, 
training sessions, and consultative meetings. Speak on behalf of the Project when 
attending these gatherings alone. Undertake missions to project sites independently or 
accompanying others. 

 

f. Lead in the preparation of briefs, background information, technical reports and 
periodic progress reports and statistical data on status of the overall activities of the 
Project. 
 

g. Maintain close liaison with government, collaborating UN agencies, non-governmental 
organizations and disabled people’s organizations in matters relating to the 
implementation of the UNRPRD project in the Luapula province.  

 

 
h. Assist in the programming and control of resources of the project, prepare budget 

estimates and expenditure forecasts by analysing and monitoring situation of 
resources as compared to planned activities and making recommendations for 
remedial action. Identify problems, propose solutions and actions.  

i. Promote ILO standards  regarding disability inclusion and non-discrimination 
 

j. Periodically report, monitor the efficiency and effectiveness of the interventions under 
the UNPRPD project, and facilitate the evaluation of all project`s components according 
to the project`s document and work plan. Prepare required technical progress reports 
and ad hoc reports on the status of the project planning and implementation for 
submission to the donor. 

 

k. Perform other duties as assigned by the Supervisor 

 

4. Qualifications requirements: (please refer to the generic job descriptions in HRD’s intranet site and to 
the ILO’s core competency and values framework). 

 



Education – First level university degree in social sciences (in a discipline related to Development, 

Disability, and Social Protection or similar with demonstrated expertise in the relevant technical field 

and strong knowledge on development issues particularly in Zambia. 

Experience –At least one or two years of relevant experience in project management, administration 

and implementation of grant/cooperative agreement requirements (including meeting deadlines, 

achieving targets, and overseeing the preparation and submission of required reports to the project 

donor), preferably with thematic emphasis on disability inclusion and/or social protection.   

Familiarity with ILO policies and procedures including experience working with officials of ministries of 

Labour, Education, Social Welfare and Disability in Zambia would be an advantage. 

Languages – Excellent English and good knowledge of another official language of the duty station  

Competencies:  

- Knowledge and experience in assessment and elaboration of programme and policy proposals 
on disability inclusion; 

- Familiarity with national instruments and debate on disability inclusion and social protection in 
Zambia; 

- Proven knowledge and understanding of the rights based approach to disability inclusion and 
the principles of the UN Convention on the Rights of Persons with Disabilities 

- Knowledge of the office’s financial rules and regulations  
- Good knowledge of the context and challenges for the project areas of expertise 
- Strong analytical skills and ability to justify requirements and approaches to problem resolution 

and good drafting skills 
- Good ability to interpret project information and to identify and analyze problems with 

implementation 
- Ability to communicate effectively both orally and in writing. Ability to clarify information 
- Demonstrate collaborative and team work experience and ability to work effectively with a 

multicultural and interdisciplinary team as well as work on his/her own initiative 
- Ability to work independently, quickly, precisely, and take initiative and responsibility 
- Ability to work under pressure and to meet the deadline 
- Proficient in Microsoft Word, Power Point, Excel, web-browsers and database applications  
- Ability to deal with people with tact and diplomacy.  

 


