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Programme Administrator for the Development Cooperation Section
The Swedish Embassy in Kigali is responsible for Sweden’s relations with Rwanda and manages the Swedish development cooperation program with Rwanda through the Swedish International Development Cooperation Agency (Sida) together with a broad range of partner organisations. 
For more information on Swedish development cooperation with Rwanda, please see the Strategy for Sweden’s development cooperation with Rwanda and OpenAid.se. Additional Information about the Embassy of Sweden in Rwanda and its work can be found on Sweden Abroad.
The Embassy is now recruiting a Programme Administrator to join its Development Cooperation Section. The position is suited to a responsible, proactive and diligent team player with experience in administration, accounting and financial management, and an interest in international development cooperation. The Programme Administrator reports to the Head of Development Cooperation.
MAIN RESPONSIBILITIES
The Programme Administrator’s responsibilities include, but are not limited to, the following:
· Quality assurance of programme agreements and contracts, including review of key documentation (e.g. Agreements, Decisions) prior to approval, and ensuring project management systems are kept updated;
· perform a supportive role in financial administration, conducting extra checks of payments and invoices;
· participate and contribute to the Development Cooperation Section’s internal control work, such as the planning and follow-up of measures to manage identified risks in the portfolio;
· serve as Focal Point for Sweden’s reporting to Rwanda’s Ministry of Finance and Economic Planning on development assistance;
· participate and contribute to Sida’s network for Programme Administrators, which connects colleagues in similar roles at Swedish embassies and at Sida headquarters;
· support the section in preparation and coordination for internal and external events, team meetings and visits;
· provide administrative support to the Head of Development Cooperation;
· carry out any other tasks that may be assigned by the Head of Development Cooperation or the Embassy management.

QUALIFICATIONS AND REQUIREMENTS
Required qualifications:
· Bachelor’s degree in a relevant field such as Business Administration, Economics, International Development, Law or similar;
· high English proficiency, both oral and written;
· very good knowledge of Microsoft Office, in particular Excel, Word, PowerPoint, Outlook and Teams, and the ability to work in digital document and project management systems.

Required work experience:
· Demonstrated experience in administrative or programme support roles, preferably within development cooperation, international organisations, or the public sector; 
· experience with financial administration, including review of invoices, payments, and financial documentation related to grants or contracts.
Additional qualifications considered as merits are:
· Strong initiative, self-motivation, and drive, with the ability to work independently and take decisions within set mandates;
· highly structured and detail-oriented with the ability to manage competing priorities effectively;
· a team-player with good communication skills;
· knowledge of Swedish language is considered an asset.

Rwandan citizens, and citizens of other countries resident in Rwanda and entitled to work in Rwanda, are eligible to apply. 

TERMS AND CONDITIONS
The vacancy is a local position, full-time, starting with a probation period of three months with the possibility of permanent employment. An individual salary system is applied. The Embassy of Sweden is an equal opportunities employer. The expected start date is 1 September 2026. 
APPLICATION
Applicants should submit the following documents by e-mail, to the Embassy of Sweden in Kigali:
· A concise CV, including details of relevant education and work experience;
· a one-page letter of application in English, outlining your motivation for the post and demonstrating how your experience and competencies align with the qualifications and requirements set out for this position;
· names, telephone numbers and addresses of two reference persons who are willing to provide a reference on your character, expertise and work capacity, and your relationship to each reference (e.g. former manager, colleague, or client);
· clear contact phone numbers and addresses in Rwanda where the Embassy can rapidly contact you.

Applications shall be sent to ambassaden.kigali@gov.se no later than 26 June 2026. Please indicate the job title, “Programme Administrator”, and your name in the subject line of the message.
Please note that applications will not be returned, and only short-listed applicants will be contacted. 
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