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WWF for a living planet

JOB VACANCY

ADMINISTRATIVE ASSISTANT-TRAFFIC

CONTRACT LENGTH: 12 MONTHS

WWF (World Wide Fund for Nature) Tanzania - an international conservation organization in alliance with
TRAFFIC - the international wildlife trade maonitoring network - is seeking a detailed-oriented Administrative
Assistant to work in TRAFFIC's office in Dar es Salaam,

1. BACKGROUND:

TRAFFIC, the wildlife trade monitoring netwark, works to ensure that trade in wild animals and plants is not a
threat to the conservation of nature. It actively monitors and investigates wildlife trade and provides information
to diverse audiences worldwide as a basis for effective conservation policies and programmes. The East Africa
office of TRAFFIC has staff in Arusha and Dar es Salaam, with activities in Kenya, Tanzania, Uganda and
Ethiopia.

2, OVERALL RESPONSIBILITIES:

Working under the supervision of TRAFFIC's Finance and Accounting Officer, the Administrative Assistant will

be responsible for:
+ Supporting financial procedures, such as procurements, and payments including organizing financial
records and files;

+  Managing correspondence into and from the office, including checking mail, electronic mailing systems,

and making periodic back-ups of computer files;
Answering, and following up where relevant, all incoming telephone calls and enquiries;
Supporting international travel and meeting arrangements for East Africa staff; and,
Organizing meetings and workshops — this includes handling the all meeting logistics (travel,
accommaodation, financial support, invitations, etc) for national and international meetings of upwards of
100 participants.

3. SKILLS, KNOWLEDGE AND ABILITIES:
+ High school diploma. Post secondary courses in finance and/or event management preferred;
Previous administrative experience preferred;
Fluency in spoken and written English;
Familiarity with standard word processing, spread-sheet, and presentation software;
Well organized; and
Friendly and team-oriented
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Additional information, including Terms of Reference, can be obtained through the web address:
http://wwf.panda.org/who_we_arefjobs/ Applications must include a cover letter, along with a complete CV
with full contact details of three referees and should be addressed to the Human Resources Manager, via emalil

to:hresources @wwitz.org by midnight Tanzania time, Friday March 1st 2019.

We thank all applicants for their interest in this position but only shortlisted candidates will be contacted.

The interviews will take place over Skype or in person in Dar es Salaam.
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