
 

 

Partners: Borealis & Borouge | Care Int. UK 
Cranfield University | Unilever 

JOB DESCRIPTION 

PROGRAMME COORDINATOR 
 
Department:  Programmes  
Place of work:  Nairobi, Kenya  
Contract:   Permanent 
Grade:   10 
Salary:   KES 5,040,000.00 – KES 5,355,000.00 annual salary, plus mobile phone with 

allowance, up to 10% matched pension contribution, medical insurance, and life 
assurance. 

Reports to:   Country Manager (CM) 
 
 
About WSUP 
 
Today, around one billion city-dwellers lack access to safe drinking water, a number the UN 
estimates will nearly double by 2050 as more and more people are moving to cities for work and 
other opportunities, most of them ending up living in informal settlements without basic services. 
Meanwhile the changing climate is making water even more precious. Against this backdrop, our 
work has never been more vital. 

WSUP is a not-for-profit company, expert at improving water and sanitation services for low-income, 
urban communities. We work alongside utilities, entrepreneurs, and communities to develop and 
deliver solutions which are affordable for the poor, financially viable for suppliers, and sustainable 
for the environment. 

We were founded in 2005 in the UK, and currently work in seven countries in sub-Saharan Africa and 
Asia (Kenya, Uganda, Mozambique, Madagascar, Ghana, Zambia, Bangladesh), supported by a 
global Secretariat. We are a small organisation, but we have a big impact; since inception we have 
helped over 40 million people with improved water, sanitation, and hygiene services. And we have 
ambitions to reach many more! 

WSUP’s innovative approach to creating impact is guided by our values, which are the common 
fundamental beliefs and principles that guide us. All our staff are expected to embody these values 
in their day-to-day work and interactions. To learn more about our values, please see 
www.wsup.com/about/work-with-us/. 

For more information about WSUP's vision and approach, see www.wsup.com 

http://www.wsup.com/


 

 

About the role 
 
The Programme Coordinator provides efficient coordinated delivery of the Kenya programme 
through the project managers in Nairobi, Mombasa, Nakuru and Kisumu and where possible through 
aligned research, influencing and policy development. This position will oversee the resources for 
effectively implementing the Kenya portfolio of work and for strategically aligning research with 
implementation to enable policy development which will strengthen the Kenya WASH sector.  

 
Timelines 
Application deadline  11 August 2024 
Interviews    Planned for the week commencing 19 August 2024 
 
 
Additional information 
The full job description can be found below.  
 
To apply for this position, go to  https://www.wsup.com/vacancies/ to upload your resume and 
cover letter. 
 
Please note: This job is based in Kenya. Applicants must have the right to work in Kenya at the 
time of application. Please do not apply if this is not the case. 
 
All offers of employment will be subject to satisfactory references and appropriate screening 
checks, which can include criminal records and terrorism finance checks. WSUP also participates in 
the Inter Agency Misconduct Disclosure Scheme.  
 
The core of the scheme is that participating organisations will share information in the recruitment 
process about safeguarding-related misconduct (i.e. sexual exploitation, sexual abuse or sexual 
harassment) that a candidate has been found to have committed. This information will be shared in 
the form of a “Statement of Conduct”. For more information on the Scheme, please click on the 
following link: www.misconduct-disclosure-scheme.org. 
 
In line with this Scheme, we will request information from job applicants’ previous employers about 
any findings of sexual exploitation, sexual abuse and/or sexual harassment during employment, or 
incidents under investigation when the applicant left employment. We will request information from 
all of your employers from the last 5 years. By submitting an application, the job applicant confirms 
their understanding of these recruitment procedures. 
 

 
 
 



 

 

Overall purpose 
 
A Programme Coordinator ensures the effective and efficient delivery of a WSUP country 
programme. The role provides operational leadership of country programme by ensuring planning 
and delivery of results and compliance. They will work effectively with the Country Programme 
Manager to support the overall strategic direction of the programme and with the Task Force to 
ensure projects and programmes are developed, managed, and delivered in a cost efficient and 
timely manner, in accordance with their project design. They will work closely with the Secretariat 
functions, particularly with regards to project design, monitoring and reporting, embedding 
research the learning.  

 
MAIN RESPONSIBILITIES AND TASKS 
 
1. Strategic Planning & Execution 

 
• Work with the Country Manager (CM) to develop strategic direction and appropriate 

planning for the country programme which aligns well with those for the organisation 
globally and provide a strong basis for in-country achievement of business plan targets. 

• In coordination with the CM build and maintain relationships with in-country service 
providers, government, national and international development partners, and private 
sector representatives and funders. 

• Through awareness raising and by being a role model, create in the team of a culture of 
learning and reflection, building on both implementation and research.  

 
2. Country Coordination 
 

• Lead in planning and delivery of WSUP’s national institutional programme activities in 
Kenya. 

• Promote effective coordination and support to Project Managers (PMs) and the 
Sanitation Lead, to achieve highly integrated programme direction and delivery. 

• Coordinating all project/programme budgets by ensuring timely preparation by the 
project leads and submission of finance projections and expenditure reports to funders. 

• Pursue potential future funding opportunities in-country and globally in coordination 
with the CM and WSUP P&C team, especially in drafting of proposals and bids. 

• Ensure learning is shared within country and with other WSUP country programmes. 
 
 
 
 
 

 



 

 

3. Country Programme Management Support 
 
• Manage and support the Project Managers to execute project tasks and as delegated by 

the CM from time to time to directly execute specific tasks. 
• Approve expenditures and requests as occasionally and formally delegated by the CM 

within his/her level of authority. 
• Ensure contracts are issued to WSUP’s and donor standards /in-country /funder 

requirements and are managed effectively. 
• Be the first point of reference for the Project Managers on procurement processes and 

ensure adherence to procurement procedures while keeping the CM appraised. 
• Ensure and support the PMs and other colleagues in the updating of programme activity 

planning and scheduling. Keep the CM and Task Force regularly appraised and request 
supportive action on delivery of tasks in all locations. 

• Work with the project leads to identify and mitigate project implementation risks. 
 
4. Progress Reporting 
 

• Oversee and ensure PMs regularly review project plans and progress against funder 
commitments and projected milestones, and with the Project Leads recommend 
corrective action where required. 

• Take responsibility for the provision of accurate Kenya programme activities quarterly 
and other funder reporting in coordination with the Programme Monitoring and 
Evaluation Officer and the PMs. 

 
 
5. Research and Policy influencing 
 

• Work with the CM to develop and implement WSUP Kenya’s sector influence strategy. 
• Ensure high-level and effective coordination between i) WSUP’s research work and ii) 

WSUP’s sector influencing/advocacy work in Kenya. 
• Provide technical leadership in reviewing sector policy initiatives, policy documents, 

laws, guidelines and circulars. 
• Coordinate capacity building initiatives to staff from key mandated institutions to 

effectively drive wider impact and influencing in Kenya. 
• Provide Policy support across project technical areas to align research and evidence 

agenda to WSUP theory of change and sector influence. 
 
 
6. Other tasks 

 
• Other duties as commensurate with the role as agreed with the Country Manager. 

  
 



 

 

PERSON SPECIFICATION 
 
Evidence that applicants meet the essential criteria will be assessed by the following methods: 
Application (A) Interview (I) and Test (T) as indicated below. 

 
Essential 
 

Qualifications 
and experience 

• Strong experience in managing projects funded by international 
agencies (A)  

• Significant experience of Water, Sanitation, Hygiene (WASH) for low 
income urban areas (A, I) 

• Track record of delivering programme goals within deadlines and 
budgets in or with the private sector (A, I) 

• Demonstrable track record of effectively building key external and 
internal relationships at community and governmental level (A, I) 

Knowledge • Good understanding of programme management and its governance (I) 
• An understanding of the practical realities and cultural dimensions of 

working in the assigned country (A) 
• A good understanding of the urban WASH sector and the enabling and 

commercial drivers that may be key to success (A, I, T) 
• Understanding of corporate strategy and approaches (I) 

Skills and abilities • Ambassadorial and stakeholder management skills (A) 
• Ability to work alongside corporate sales, product & service delivery 

strategies to LICs (A, I) 
• Programme management skills including planning, implementation, 

monitoring and evaluation, financial management and sustainability 
(A,I,T) 

• Empowering others to strengthen their capacity and capability 
through mentoring and coaching (I) 

• Excellent planning and time management skills, able to work well 
under pressure and prioritise a challenging workload (I, T)) 

• Demonstrable commercial awareness; highly analytical (I, T) 
• Able to identify, prioritise and manage areas of risk (I) 
• Good communication skills; able to communicate complex concepts 

in a clear and concise way to non-technical managers both in writing 
and verbally and to provide professional advice confidently and 
tactfully (I) 

• Able to communicate effectively in written and verbal English (A, I) 



 

 

• Motivating and developing teams, including performance 
management and appraisals, preferably in a multi-disciplinary context 
(I) 

• Collaborative approach to partnership working in a cross-cultural 
context; a team player, with strong problem-solving ability (A, I) 

• Proficient user of Microsoft Office suite including Word, Excel, etc (I) 

 
 

Desirable 
 

Qualifications, 
experience, 
knowledge, skills 

• Charity or not-for-profit sector experience (A, I) 
• Knowledge of managing funder grants, such as USAID or EU (A) 

 
 
 
 


