
      
 
 

 

EXECUTIVE ASSISTANT JOB ADVERTISEMENT 

Background 
The Action Foundation (TAF) is a Non-Governmental Organization registered in Kenya to end 

exclusion, discrimination, and violence towards children, women, and girls with disabilities in 

marginalized communities. We work to reach those furthest from necessary services and 

opportunities by working with their caregivers and the community around them. This helps 

these vulnerable groups build better lives for themselves, grow their resilience, and cultivate 

lasting change. Our mission is to build inclusive and resilient communities where children, 

women, and girls with disabilities can thrive. We envision a fully inclusive Africa where children, 

women, and girls with disabilities can realize their maximum potential. 

Role Overview 

The Executive Assistant will play a pivotal role in ensuring the efficient and effective 

functioning of the organization. The primary objectives of this role are to provide 

comprehensive support to the Executive Director, resource mobilization, facilitate strategic 

initiatives, manage documentation and communication, and contribute to the overall success 

of the organization. 

Job Description/Requirements 

Administrative Support 

● Manage and coordinate the Executive Director's calendar, ensuring efficient time 
management. 

● Travel management for the Executive Director. 

● Handle budget management, expenses, and reimbursement for the Executive 
Director. 

● Ensure timely dispatch of communication from the Executive Director. 

● Facilitate meeting minute-taking and follow-up on action items for internal and 
external meetings. 

● Prepare and organize pre-reading materials for the Executive Director's workshops and 
meetings. 

● Compose routine correspondence for internal and external communication. 

● Build and maintain relationships with key partners and stakeholders. 

● Maintain documents and files for the office of the Executive Director. 

● Facilitate financial reviews by the Executive Director 



      
● Organize the database and shared network drives. 

 

 

Resource Mobilization  

● Coordinate with TAF’s Strategic Management, Finance, and Programs Teams to 
support proposal development. 

● Research potential grant opportunities. 

● Prepare resource mobilization and donor engagement materials 

● Develop concepts and proposals for new and existing donors  

● Ensure that proposals are developed to donor standards and comply 

● Organize events to increase awareness about TAF’s interventions and mobilize funds 

● Review and update TAF’s resource mobilization strategy and action plan 

Document Management 

● Leverage technology to create dashboards for reports and information the Executive 
Director receives. 

● Develop and maintain a comprehensive document management system, both 
physical and digital. 

● Design and edit attractive memos, briefing papers, and presentations. 

 Project Coordination 

● Support strategic initiatives across the organization 

● Send reminders to team members on behalf of the Executive Director regarding 
project deadlines and assignments. 

● Organize information from the Finance and Operations, Programs, and Learning and 
Impact Departments for review by the Executive Director. 

● Prepare, control, and manage confidential matters and documentation. 

Strategic Collaboration 

● Collaborate closely with the Strategic Management Team to align activities with 
organizational goals. 

● Gather and analyze information to support strategic decision-making. 

Education 

● Bachelor's degree or equivalent experience in a related field. 

● Proven experience in executive support and project management. 

● Proven experience in resource mobilization 



      
● Exceptional communication and interpersonal skills. 

● Strong organizational and time management abilities. 

● Proficiency in using technology for document management and reporting. 

● Sensitivity to the needs of children, girls, and women with disabilities. 

 

Employment Terms & Benefits 

It is expected that all staff members of TAF respect and conduct themselves according to The 

Action Foundation's values, i.e., Excellence, Compassion, Innovation, Team Spirit, Empathy, and 

Diversity 

● 1-year renewable contract 

● Medical insurance 

● Staff Fitness and Wellness Program 

● Professional Development Opportunities 

● Competitive Salary commensurate with experience and competitive with the NGO 
Sector in Kenya. 

Note: - 

• Applications will be reviewed on a rolling basis; 

• Only Shortlisted candidates will be contacted. 

• Persons with disabilities are encouraged to apply. 

No application or interview fees are required. 

 

Application Process 

Qualified and interested applicants to send CV and Cover letter to info@blumeafrica.co.ke 

and cc to careers@theactionfoundationkenya.org with the email subject indicated as 

“Executive Assistant” before 5 pm E.A.T Friday 24th November 2023


