
Project Support Officer 

 



About Us 
United Purpose (UP) is an international development organisation with an innovative 

community led approach to eradicating global poverty and inequality. We lift people up 

out of poverty by creating solutions that last. Our unique approach combines ground-

breaking innovation with decades of deep personal relationships and community-

driven solutions to solve the problems faced by those furthest left behind and most 

marginalised. 



UP has a global turnover of £29 million 

and reaches 4 million people annually. 

Our income has increased significantly in 

the past few years, and we have been 

successful in growing our impact and 

reputation. 

 

Building on our strong track record of 

community-level delivery, we are now 

looking to scale up and stimulate bold, 

creative ways to solve global problems. 

We plan to generate more strategic 

income, develop and refine our finance 

and operations management systems, and 

invest in the talented and committed 

people at UP by nurturing an environment 

of learning, entrepreneurial energy and 

success. 



United Purpose seeks a Project Support Officer to support the Country Director and team to ensure that The Gambia and 

Senegal country programme is adequately funded and positive donor relations are maintained. This is a pivotal position 

providing the right candidate with the opportunity to gain solid experience and to learn with an International NGO. 

  

Location:  Based in Fajara (Banjul), The Gambia 

Responsible to:  Country Director 

Contract type:  Permanent 

Salary: £5,000 pa plus generous local living allowance and benefits package 

 

 

Project Support Officer 



 
 

 

United Purpose (UP) is an international development charity with an innovative community led approach to eradicating 

global poverty and inequality. We lift people up out of poverty by creating solutions that last. Our unique approach 

combines ground-breaking innovation with decades of deep personal relationships and community-driven solutions to solve 

the problems faced by those furthest left behind and most marginalised. 

  

UP has a global turnover of £29 million and reaches 4 million people annually. Our income has increased significantly in 

the past few years, and we have been successful in growing our impact and reputation. 

  

Building on our strong track record of community-level delivery, we are now looking to scale up and stimulate bold, creative 

ways to solve global problems. We plan to generate more strategic income, develop and refine our finance and operations 

management systems, and invest in the talented and committed people at UP by nurturing an environment of learning, 

entrepreneurial energy and success. 

 

United Purpose's vision is a world where justice, dignity and respect prevail for all.    Working in partnership, United 

Purpose challenges poverty and inequality by supporting practical actions that enable people to improve their lives and 

shape their own futures.  Founded in 1976, United Purpose currently works in 13 countries in Africa, Asia and Latin 

America.  By working directly with partners and communities to identify real opportunities for lasting and positive change, 

we facilitate a variety of projects that promote resilient livelihoods, better health, and respect for rights. 

 

United Purpose is committed to working alongside communities and our partner organisations to support local initiatives 

that improve the lives of people living in some of the world’s poorest countries.  Strengthening the ability of local 

communities to establish and sustain development initiatives is a central theme of our work. 

  

 

United Purpose 



United Purpose works in partnership with organisations that share our commitment to accountability and service within 

a community-based approach: in all our work we aim to maintain a cost-effective, professional and practical approach 

while also attaining best-practice standards. United Purpose is responsive to community needs. In each country we 

target the sectors where we can make the greatest difference. Distinctive country strategies, developed with the 

participation of partners, communities, and other key stakeholders, emerge from this. 

 

In the Gambia & Senegal, United Purpose works towards a goal of  ‘sustainable & dignified lives’, particularly for 

farmers in rural areas and with a desire to expand into neighbouring Guinea Bissau; and including a focus on peace-

building in the Casamance area of southern Senegal. Programme areas include sustainable livelihoods for ‘stepping up’ 

& out of poverty (farmer training, low-cost irrigation technologies, development of market linkages); Resilience (disaster 

risk reduction, nutrition); community and partner capacity building (CSOs/NGOs Organisational development, 

governance, advocacy & rights).  This work is implemented in close collaboration with approximately 15 established 

local NGOs as well as business and government partners. 

 

As of early 2017, UP Gambia-Senegal is responsible for managing UP’s programme in Cameroon. The programme 

currently consists of two projects implemented in the North West Region of Cameroon (one of the two Anglophone 

regions). The programme focuses on conflict resolution between farmers and grazers and social cohesion, human and 

cultural rights.  

 

United Purpose 



United Purpose’s programme in The Gambia, Senegal and Cameroon is funded by multiple donors, including USAID, 

DFID, Gates Foundation, Big Lottery Fund and the EU. With a primary focus on Cameroon, as well as The Gambia and 

Senegal programme, the P.O. will also liaise with other United Purpose Country Programmes, for instance in the 

development of joint proposals or sharing details of funding opportunities. In addition, a key purpose of this role will be 

to develop a regional strategy/expertise in West Africa on one of UP’s strategic objectives.  

 

The ‘country program’ covers 4 countries and is managed through a main office in Banjul where the PSO is based 

along with a Finance & Administration Manager, Program Coordinator and most of the local administrative and project 

management team.  In addition a sub office is located in Dakar where the Country Director is based and a project sub-

office in Bignona in southern Senegal.  The P.O. will travel regulalry between Dakar and Cameroon (where our partners 

are located, in Bamenda) as well as in Senegal/Gambia and also to other partners in rural locations when required. 

Occasional visits are made to Bissau, Guinea Bissau as required for program development.  

United Purpose 



1. To ensure timely reporting and communication on donor contracts and internal monthly reporting within UP; 

2. To lead on building an institutional real-time knowledge of donors and various funding opportunities relevant to the 

needs of the programme; 

3. To lead in developing funding strategies for the various thematic and strategic areas requiring funding within the 

programme; 

4. To work with project managers, partners and the finance manager in preparing and submitting proposals in line 

with the specific funding strategies; 

5. To ensure that co-funding gaps are closed.  

 

Objectives 



• To communicate and coordinate work relating to donor funding within The Gambia and Senegal programme 

(including current development of cross border work in Guinea Bissau and the remote programme in Cameroon). 

• To advise and when necessary support project managers on donor guidelines and contractual obligations, 

particularly on reporting, co-funding, procurement and visibility requirements & work with the Programme 

Coordinator to ensure a coordinated approach to donor grant management. 

• Support to ensure timely narrative and financial reporting to donors in collaboration with Project managers, 

Finance manager and Country Director. 

• Coordinate building an institutional real-time knowledge of donors and various funding opportunities relevant to the 

needs of the programme; and provide project managers with access to and support on donor funding guidelines 

and application processes – leading on proposal development where necessary. 

• To ensure that the submission of proposal submissions for all projects is coordinated with the relevant staff at 

project specific levels and with the Country Director as appropriate, including development of proposal budgets. 

• Develop clear and deliverable short (1 yr) and long-term (3-5yr) funding strategies for each project/programme 

area primarily with Project Managers and Partners under the supervision and drive of the Senior Finance Manager 

and Country Director. 

• Assist the Country Director in building donor relations and in attending meetings with donors as appropriate and 

required, and maintaining timely communication with donors in conjunction with Project Managers and Country 

Director. 

• Produce communications, including brochures, social media and website contents, as necessary. 

• Co-ordination and maintenance of the Monthly Project Status Summary Report (PSSR) & act as a key point of 

contact with the UK office in relation to the PSSR.  

• Communicate wider non-Gambia/Senegal specific funding opportunities to other CU country programmes where 

appropriate. 

• To build the capacity of other UP staff in proposal writing, project reporting and profile documentation.  

• To support partners in development of proposals, donor linkages and grant management. 

• To contribute to organisational management decisions. 

• Other tasks as agreed with the Country Director. 

 

Duties and Responsibilities 



The ideal candidate is a well-organised, motivated and methodical person with work experience and good understanding of 

donor relations, contracts and proposal development, excellent writing/communication skills, capable to carry out work with 

limited supervision and interested in consolidating his/her work experience in institutional fundraising and grant 

management support. The applicant should ideally be committed to a two year (24 month) posting that will be challenging 

but also rewarding with a diverse range of responsibilities and experience possible.  

  

Essential qualifications  

• Fluent written and spoken English  

• Excellent report writing skills 

• Strong attention to detail 

• Good interpersonal skills with a patient, flexible & responsive disposition 

• 2-3 years relevant work experience 

• Degree level qualification in Development oriented field or other relevant subject and/or equivalent academic capacity 

• Understanding (and experience desirable) of working with donors  

• Solid Planning and Organisational skills 

• Ability to work proactively, under own initiative with minimal supervision  

• Ability to work to tight deadlines and multiple priorities in a demanding environment  

• Strong computer skills: Excel, Word and Outlook 

• Commitment to humanitarian values and capability to adapt to the local work environment and constraints. 

• French written and spoken language skills a strong advantage 

 

 

Person Specification  



Desirable qualifications 

• Proven experience in proposal writing and understanding of project budgets 

• Proven experience in grant and contract administration – experience with USAID and EU grant management an 

advantage  

• An understanding of co-funding mechanisms in relation to Institutional Donors 

• Familiarity with large international donor contractual requirements  

• Experience of budgeting and financial management  

• Interest/experience in communications (brochures, social media, website content etc) 

 

Person Specification  



To apply for this role please send your CV, our 

Equal Opportunities form (voluntary) and a short 

covering letter to:  

 

applications@united-purpose.org 

by 29 April 2018 quoting ‘Project Support Officer’ 

in the subject line. 

 

All applications will be acknowledged but only 

successful applications will be contacted further.  
 


