






U N I V E R S I TY of

RWANDA UR-SINGLE PROJECT IMPLEMENTATION UNIT 

OFFICE OF THE COORDINATOR 

• Identify academic related difficulties and challenges of trainees in collaboration
with their hosting academic programs;

• Coordinate and facilitate trainees' engagement into extra-curricular activities;
• Maintain, provide, and keep Alumni database, and ensure it is regularly

updates;
• Collaborate with university staff, faculty, and external partners to enhance

program effectiveness;
• Promote a welcoming and inclusive environment that respects trainees' diverse

backgrounds;
• Liaise and collaborate with other Program's staff on trainees' learning progress;
• Coordinate program activities and support their smooth running;
• Closely collaborate with the Financial Management Specialist, the Procurement

Specialist and Program's staff to logistically arrange, conduct and actively
participate in program events and meetings;

• Perform any other related tasks as may be assigned by the immediate
Supervisor.

Required Qualifications and Skills: 

• Bachelor's degree in Education, Management, Economics, Social Sciences,
Social work, Psychology, Business Administration, Commerce, Finance, Public
Administration, Logistics Management with at least two (2) years of experience
after completing bachelor's degree in the above field;

• At least one year of work experience under projects;
• Experience in operation support in a tertiary institution/university setting,

career development, operational and youth/ student engagement;
• Excellent interpersonal and communications skills and be an active person

knowledgeable in Logistics management and ability to work with people of
different categories of age, gender and cultures;

• Excellent analytical, organizational and negotiation competencies, 
resourcefulness, initiative and maturity of judgment;

• Excellent computer skills in word, excel and other computer programs;
• Positive attitude, detail, and customer oriented with good multitasking and

organizational ability;
• Inclusion and respect for diversity, integrity, transparency, and 

professionalism;
• Ability to establish priorities and to plan, coordinate and monitor own work

plan;
• High level of flexibility, adaptive capacity and being able to initiate innovations;
• Excellent oral and written communication skills in English and Kinyarwanda; 
• Women are highly encouraged to apply.

4. APPLICATION PROCEDURE

Interested and qualified candidates should submit their applications online to 

the link: https://forms.gle/o1tKhqB9cngB39p87  and attach all required documents. 

EMAIL: spiu.coor@ur.ac.rw P.O. Box, 428S, Kigali, Rwan
di 
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