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Sustainable Cities - Phase 1
EU-Ghana Partnership for Sustainable Cities Project


Terms of Reference


Recruitment of Project Assistant (M/W) 
Full time position


November 2026




BACKGROUND
Expertise France is the French public agency for international technical cooperation. It is implementing the Sustainable Cities – Phase 1 project, funded by the European Union under the EU–Ghana Partnership for Sustainable Cities, under the supervisory authority of the Ministry of Local Government, Chieftaincy and Religious Affairs (MLGCRA).
The project aims to improve urban prosperity through sustainable, inclusive and climate-resilient urban development. It supports national institutions and local authorities in northern Ghana, including Tamale, Sagnarigu, Wa, Damongo, Nalerigu, Yendi and Bolgatanga, to strengthen urban governance, planning and access to quality urban services.
The project is structured around five complementary components: an Urban Observatory and urban data; urban and sectoral planning; digital governance and local revenue mobilisation; solid waste management; and access to water and the development of recreational and public spaces.
OBJECTIVES OF THE ASSIGNMENT
Expertise France is seeking a Project Assistant to provide administrative, logistical, budgetary and operational support across all components of the Sustainable Cities - Phase 1 project. The position will support timely implementation in accordance with Expertise France procedures and European Union requirements.
Based in Accra, the Project Assistant will report directly to the Project Director and work in close collaboration with the Logistics Officer, the Administrative and Finance Manager, and the Procurement and Contracts Manager of the support team of Expertise France’s shared services office (Bureau mutualisé) in Ghana.
SCOPE OF WORK
Scope of services
Administrative and financial management, logistics, and procurement and contract support functions are centralised within the Bureau mutualisé support team. The Project Assistant will liaise with this team and the component leads to support project implementation.
Detailed scope of work
Task 1 - Administrative and financial support
· Check the administrative completeness of expenditure files and supporting documents before they are submitted for approval.
· Prepare and follow up payment requests, mission advances and reimbursements; check invoices and expense claims and track the settlement of advances.
· Support the Administrative and Finance Manager of the Bureau mutualisé support team in updating project budget monitoring tools, tracking commitments and consolidating financial information for project reporting.
· Assist with budget reviews, financial closing exercises and audit preparation, in line with internal control procedures.
· Manage project correspondence and liaise with the Bureau mutualisé support team in Ghana and Expertise France headquarters on administrative and financial matters.
Task 2 - Logistical and operational support
The Project Assistant will coordinate the following tasks with the Logistics Officer of the Bureau mutualisé support team:
· Organise missions for project staff, experts and partners, including travel, accommodation, transport and the required mission documentation and authorisations.
· Support workshops, training sessions, coordination meetings and project governance meetings, including venue bookings, participant arrangements and supporting documents.
· Serve as the administrative and logistical focal point for experts and consultants and follow up practical arrangements with institutions and participating Assemblies.
· Maintain a roster of service providers, request and compare quotations, and follow up bookings, service delivery and related administrative files.
· Support the monitoring of project equipment and supplies and coordinate logistical requirements with the Logistics Officer of the Bureau mutualisé support team.
Task 3 - Procurement and contract support
The Project Assistant will work closely with the Procurement and Contracts Officer of the Bureau mutualisé support team on procurement procedures and contract administration, in coordination with the Administrative and Finance Manager for related financial matters.
· Assist with procurement and contracting files and the administrative follow-up of procedures, under the direction of the Project Director and in close coordination with the Procurement and Contracts Officer of the Bureau mutualisé support team.
· Collect and check the administrative documents required from suppliers, service providers and experts, in accordance with Expertise France and donor requirements.
· Maintain procurement and contract registers and follow up purchase orders, contractual deadlines and supporting documents for payments.
· Track the receipt of deliverables and service completion records, and flag missing documents or approaching deadlines to the responsible team members.
Task 4 - Reporting and records management
· Update administrative, logistical and budget monitoring tools and contribute to project dashboards, activity reporting and action trackers.
· Collect and consolidate supporting information for monitoring and donor reporting, in coordination with component leads and the monitoring and evaluation function.
· Prepare or compile meeting minutes and maintain organised physical and electronic administrative, financial and contractual records.
· Centralise documents required for audits, internal reviews and reporting, and follow up requests for missing information.
The duties listed above are not exhaustive and may evolve with project needs. Other tasks consistent with the position, the employee’s skills and workload may be assigned by the Project Director.
DURATION OF ASSIGNMENT
The position is a full-time position integrated into the Sustainable Cities - Phase 1 project team and based in Accra, Ghana, with travel to project intervention areas as required. It is offered under a local fixed-term employment contract under Ghanaian law for a duration of twelve (12) months, renewable according to project needs and available funding.
The expected start date is 1 December 2026. Remuneration will be in accordance with Expertise France’s salary scale and the selected candidate’s qualifications and experience.
WORKING ARRANGEMENTS
The Project Assistant is based in Accra and reports directly to the Project Director, who sets his/her priorities and work assignments. The Logistics Officer, Administrative and Finance Manager, and Procurement and Contracts Officer of the Bureau mutualisé support team provide technical and procedural guidance within their respective areas.
The Project Assistant will coordinate with component leads and other project staff and undertake missions to the project intervention areas as required.
REQUIRED PROFILE
· Master’s degree or equivalent in accounting, finance, management, business administration or a related field.
· At least five years of relevant experience in administrative, budgetary and accounting support, preferably within development projects.
· Experience in organising missions, meetings and workshops, and supporting procurement and contract administration.
· Experience with an international development organisation or a donor-funded project would be an advantage.
· Excellent command of Microsoft Office, particularly Word and Excel, including budget tracking and administrative monitoring tools.
· Fluent written and spoken English. French language skills would be an advantage.
· Strong organisational skills, attention to detail and the ability to manage competing priorities and meet deadlines.
· Good interpersonal and communication skills, discretion and the ability to work effectively with diverse partners in a multicultural team.
· Initiative, adaptability and problem-solving skills, with a strong commitment to compliance with procedures.
Documents to be provided
Applications must be submitted in English and include:
· An up-to-date CV.
· A cover letter explaining the candidate’s motivation and suitability for the position.
· Copies of relevant diplomas and professional certificates.
· Contact details for three professional referees, including email addresses and telephone numbers.
Shortlisted candidates may be invited to one or more interviews.
Submission deadline: 31 November 2026
[bookmark: _GoBack]Expected start date: 15 December 2026
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