[image: ]
Job Description 
	
	

	Job title:
	Desk Officer Ethiopia & Eritrea 

	Location:
	Dublin, Ireland

	Contract Duration:
	Permanent, full-time

	Date: 
	November 2025 



	

	About Vita

Vita is a successful, next-generation Irish development partner that has supported African farmers and communities for 35 years, delivering innovative solutions in food, forestry, water and clean energy that empowers and educates communities in East Africa and building sustainable livelihoods.

VITA revitalises communities in Eritrea and Ethiopia through essential resource initiatives including food, forestry, water, and clean energy.  Vita’s programmes are community-led, with an emphasis on gender and social equality. These ground-up initiatives include climate-smart agriculture such as the innovative Irish Potato Coalition and the female-driven fuel-efficient cook stoves programme, and Vita’s award-winning community waterpoint repair programme.

	

	Key responsibilities

Reporting to the Chief Operating Officer, the Desk Officer Ethiopia & Eritrea is a key role in the Vita Dublin programme team.  The role has responsibility for representing country offices in Vita Dublin HQ to donors, ensuring the effective flow of information between Vita Dublin and the country programmes, and providing overall programme support including administrative and quality backstopping services with a particular focus on: 

· Grant Management & Compliance
· Donor engagement
· Programme quality and impact


Grant Management & Compliance 

· Oversee grant management and compliance processes, providing grant performance, contract management, and compliance oversight of the Vita grant portfolio including institutional and private donors, trust and foundations. 
· Ensure that relevant Vita Dublin and Ethiopia & Eritrea country teams are fully aware of all grant management and compliance standards related to running grants, and that roles/responsibilities, accountability (RACIA) levels are clear among country teams in the implementation and management of grants.  
· Conduct quarterly monitoring visits to Vita country programmes, in coordination with relevant programme counterparts to supervise grant management and compliance with donor requirements as required, and to increase knowledge of the operational context and connectivity between Vita Dublin HQ and country programmes as possible and appropriate.
· Support strengthening of Vita’s knowledge management system by ensure robust systems are in place for accurate tracking, monitoring, and management of grants, and that all relevant grant contract documentation, reports etc. are regularly updated and uploaded on Salesforce.  
· Coordinate, review and ensure timely submission of narrative and financial reports to donors.
· Keep up to date with donor regulations and compliance requirements and ensure they are communicated effectively and understood with relevant Dublin programme team members and in-country teams.  
· Keep all relevant Vita Dublin and in-country programme counterparts informed about the progress of contracts throughout the programme cycle and guide in-country programme and finance staff on the management of contracts for all institutional and micro grants.
· Keep up to date with donor policy developments and trends in the development and humanitarian sectors. 

Donor Engagement 

· Ensure strong communication and relationship management processes are in place with donors.
· Maintain routine communication with in-country programme counterparts (weekly Teams calls etc.), staying abreast, following up on, communicating/escalating and advising on key issues as appropriate.  
· Identify potential funding opportunities that advance Vita’s strategic programme objectives and/or meet co-financing obligations for existing or pipeline grants
· Advise on “bid/no bid” decisions for grant and microgrant opportunities as per the bid/no bid checklist. 
· Advise, contribute, coordinate, and where required, lead on the development of high quality and well-designed funding proposals and budgets for submission to institutional and microgrant donors in close coordination with donors, and relevant Dublin and in-country finance and programme teams.  
· Support cultivating business relationships with external stakeholders and potential partners for large scale or strategic funding opportunities, either as a prime or sub-recipient in joint ventures and work closely with programme staff in-country to ensure programmes are well positioned to secure donor funding.
· Participate in key donor meetings, when necessary, to foster long-term collaboration and engagement.
· Support the Vita Dublin fundraising team with implementation of the fundraising plan by ensuring strong communication is in place to ensure programmes are well understood, that information is available for communication needs, and that funding priorities and related issues are addressed in a timely manner.
· Ensure grant co-funding obligations each year are well communicated, integrated into annual fundraising plans and monitored throughout the year.
· Ensure effective systems are in place to generate necessary programme content for external audiences. 

Programme Quality & Impact

· Design, participate in and provide training on programme start up and close out workshops in collaboration with relevant Vita country programme staff when entering new large institutional donor grants and contracts. Topics will include but not be limited to compliance with donor regulations on grant and financial management, procurement, audit, reporting, M&E. 
· Work closely with relevant M&E counterparts in-country to ensure robust M&E systems are in place that provide accurate and up-to-date evidence-based quantitative and qualitative data that measures Vita’s programme quality and impact and supports an organisation wide approach to learning.  
· Ensure that programme risk registers are in place and maintained for all high value multi-year grants and engaging programme teams in-country to ensure that programmatic risk is being actively managed and mitigated.  
· Contribute to the development of the Vita 2026-2030 strategy in line with country programme priorities and external funding opportunities.
· Oversee the development of high-quality position/programme approach papers (i.e. forestry, food systems & livelihoods) that compliment Vita’s overall programme strategy.  

Other Responsibilities 

· Provide dotted-line management, guidance, and mentorship to the Programme Support Officer (PSO), ensuring alignment in work planning, professional development, and capacity strengthening. This includes supporting the PSO’s career growth, facilitating learning opportunities, and offering regular coaching to help the PSO build core competencies in grants management, programme support, and donor compliance.
· Undertake all and any other duties as may be assigned by the Chief Operating Officer that are consistent with the nature of the job, its level of responsibility, and requirements of the Vita country programmes.  


Person Specification

Essential:

· A Bachelors’ degree in a relevant subject.
· Minimum of three years’ experience working in an NGO in a similar field-based role. Further field or HQ based experience a benefit, particularly in programmes focused roles.
· Demonstrable experience in donor relationship management, including grant management, proposal and report writing, ideally within the development context and/or with Vita Impact’s key institutional donors (Irish Aid, USAID, UN agencies, foundations etc.). 
· Familiarity with key donor priorities and grant implementation, monitoring and evaluation guidelines.
· Experience in administration with demonstrable capacity for delivering accurate work on time in a dynamic and multi-priority context.
· Appreciation of the aims and objectives of Vita Impact and commitment to social justice. 
· Excellent people skills, teamwork, and a passion for community-centred development.  
· Adept in use of Word, Excel, PowerPoint.
· Fluent in spoken and written English with strong communication and analytical skills.
· Excellent interpersonal and organisational skills. 
· Excellent financial ability and understanding.  

Desirable:

· A master’s level degree in a relevant subject is highly desirable.
· Specific knowledge or experience of Vita Impact’s thematic programme or sectors and/or countries.

Please send cover letter and CV to info@vita.ie by 17.00 / 5pm on Friday December 12, 2025
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