WEST AFRICA CIVIL SOCIETY INSTITUTE

Job Title: Programme and Administrative Officer
Job Location: Abuja, Nigeria

Contract Type: Full time

Contract Duration — 1 year (renewable)
Proposed Start Date: February 2026

WACSI NODE is the liaison office for the West Africa Civil Society Institute (WACSI) in Nigeria. The
NODE serves as a strategic vehicle to advance WACSI’s objectives within civil society ecosystem in
Nigeria. WACSI was established with the primary purpose to strengthen the operational and institutional
capacity of civil society in West Africa to be responsive, collaborative, representative, resilient and
influential through knowledge sharing, learning, connecting, and policy influencing. The institute has
significantly enhanced the capacity of CSOs to safeguard civic space, improve regulatory compliance,
mobilize alternative financial resources, promote sustainability, and adopt technology for development
initiatives.

Job Description

The Programme and Administrative Officer will play an important role in conceptualization,
implementation and monitoring of WACSI Node programmes including executing project activities,
managing project partnerships, and ensuring strict adherence to donor compliance and project priorities
across Nigeria. She/He will oversee day-to-day running of the office and lead the delivery of the
programme objectives including but not limited to strengthening sector-wide regulatory reforms,
advance self-regulation, and coordinate constructive engagement with regulators, connecting and
convening multisectoral forum and workshops, designing programmes to improve the enabling
environment and ultimately strengthen civil society ecosystem resilience in Nigeria. The ideal candidate
will therefore possess a strong background in programmes conceptualization and management, extensive
experience in civic space, regulatory compliance, resource mobilisation, and a deep understanding of the
civil society administrative oversight (non-profit management) and ecosystem sustainability in Nigeria.

Under the direct supervision of the Country Lead, the Programme and Administrative Officer for WACSI
Node, Nigeria will perform the following responsibilities:

Key Responsibilities
1) Programme implementation and coordination
¢ Conduct and translate research and proposal outcomes/outputs into quarterly workplans and
implementation frameworks.
e Support the design and delivery of programme activities, workshops, webinar and reporting
e Establish and manage multi-stakeholder platform, dialogues, and learning hubs
e Develop programme budget and produce financial report using compliance standards
e Lead routine monitoring (baselines, indicators, means of verification)
e Research, compile and produce high-quality narrative reports and learning products.



Maintain grant compliance (procurement files, attendance, vendor documents, etc), and manage
risks related to civic-space sensitivities, safeguarding, and data protection.

Support evidence-informed advocacy: craft policy notes, talking points, and submissions; track
policy windows and public consultations.

Coordinate tailored coaching and mentoring activities of project and support development of
advocacy strategies and action plans.

Collaboration with key civil society platforms and leaders in the ecosystem to amplify the Node.
Represent WACSI Node at states and national programmes i.e. meeting, forum and workshops
Drive the Node’s communications in collaboration with Comms team i.e. media, social media etc.
Coach and supervise interns and volunteers attached to WACSI Node, Nigeria

Systematise after-action reviews, document lessons and adaptive changes.

Any other duties that will be assigned by the Country Lead, WACSI Node Nigeria

2) Administrative

Oversee administrative problems using standard operating procedures and office guidelines.
Provide logistical support for trainings, workshops, conferences, and other programme activities
Oversee the preparation and management of administrative correspondence within WACSI Node
Nigeria, WACSI HQ and the different partners.

Maintain a proper log of all incoming and outgoing correspondence, and courier services

Work closely with the Finance team on coordination, tracking, and procurement processes
Source and prepare vendor contracts, justifications and raise payments for WACSI Node
Maintain the confidentiality of communications and office records as per WACSI guidelines
Facilitate yearly renewal of key registrations, including organisational insurance, pension etc
Maintain structured relationships with regulators (e.g., CAC, Financial Reporting Council, and
relevant sector regulators), legislative committees, and allied networks.

Set up, maintain and update filing systems (hard copy and electronic system) for all field
documentation, sharing as necessary with WACSI HQ

Coordinate travel, including ensuring proper authorisation, bookings, car log, and driver logs.
Ensure proper functioning of support systems, such as, supply of potable water, electricity,
internet, furniture, equipment repairs or replacement

Assist HQ staff with travel arrangements, hotel booking, and logistic in Nigeria.

Develop and regularly update the asset register for WACSI Node Nigeria

Supervise the supporting staff — interns and volunteer in the WACSI Node

Maintain confidentiality of communications and documents, as required.

Oversee the general cleanliness and tidiness of the office

Essential qualifications and experience

Bachelor’s degree in social sciences or related field (master’s degree preferred).

Minimum of 7 years programme experience in Nigeria’s civil-society ecosystem, including
development programming, civil society strengthening, regulatory engagement, self-regulation,
and compliance strengthening.

Proven facilitation of multi-stakeholder platforms, networks or coalitions on civil advocacy issues
at national or state level.

Hands-on MEL and grants-compliance experience.

Skills and competencies

Strong grasp of civil society, leadership, programme budgeting and financial reporting
Ability to design and turn operational frameworks into practical tools.



e Deep knowledge in civil society sector and good understanding of at least two of WACSI four
thematic areas i.e., civil society sustainability, women and youth development, civil society
enabling environment and technology for development

e Demonstrable experience in non-profit management and sustainability

e Partnership brokering, consensus-building, and conflict-sensitive facilitation.

e Strong public speaking and writing skills (briefs, concept notes, reports).

e Project budgeting, procurement diligence, and risk management.

Other requirements
e Have positive attitude, excellent communication and writing skills in English and one local language
Have excellent quantitative and qualitative analytical skills with knowledge of data analysis tools
Have ability to pay attention to project management details and be results-oriented
Have ability to multitask in a fast-paced environment and is a team player
Have ability to work with minimal supervision; is dynamic and self-motivated
Ability to pay attention to details and multitask in a fast-paced environment
Exceptional interpersonal, people-management and organizational skills

Interested applicants should send their Resume/CV, Cover Letter and written samples to
recruitment@wacsi.org and wacsinodenigeria@wacsi.org with their names and job title as the Subject
as shown here — Programme and Administrative Officer, WACSI Node (Emeka Sule Ajayi)

Application deadline: 10 January 2026 at 17700 GMT

**Women are strongly encouraged to apply for this position.
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