
 

SBS VACANCY ANNOUNCEMENT 

INTERNAL ADVERT 

JOB TITLE: Project Administrator 

DEPARTMENT: Research & Innovation 

 

REPORTING TO: Project Coordinator 

 

JOB PURPOSE: Ensure smooth day-to-day operations of the Financial Inclusion Fund - SBDC 

Pilot Programme across Uasin Gishu, Nyeri, and Mombasa counties by coordinating 

administration, logistics, documentation, procurement support, and communication processes to 

enable efficient programme delivery and implementation. 

 

MAIN DUTIES AND RESPONSIBILITIES: 

 

1. Provide comprehensive administrative and PA support to the Project Coordinator, including 

scheduling, calendar management, meeting coordination, minute-taking, and tracking action 

items. 

2. Manage programme documentation systems, ensuring accurate filing, version control, and 

easy access to all reports, contracts, SME records, and project materials. 

3. Coordinate logistics for programme activities across Uasin Gishu, Nyeri, and Mombasa, 

including travel, venues, accommodation, equipment, and field support. 

4. Maintain and update programme trackers and databases, including SME records, attendance 

logs, activity tracking, and implementation updates from field teams. 

5. Support procurement and financial administration processes by tracking requests, managing 

documentation, and supporting expenditure reconciliation with the finance team. 

6. Assist in preparing, formatting, and circulating programme reports, briefs, correspondence, 

and official communications to ensure timely and professional documentation. 

7. Support event coordination and stakeholder engagements across all programme phases, 

including logistics, materials preparation, and follow-up tracking. 

 

 

 

 

 



 

PRE-REQUISITE 

JOB REQUIREMENTS: 

The post holder will be required to have and to demonstrate evidence of the following 

qualifications, attributes, and skills: 

 

1. 1-3 years of experience in project administration, executive support, office management, or 

programme operations. 

2. Bachelor’s degree in Business Administration, Development Studies, Office Management, 

Information Management, or a related field. 

3. Strong organizational and administrative skills, including experience in scheduling, logistics 

coordination, documentation, and records management in a fast-paced environment. 

4. Proficiency in Microsoft Office and related digital tools, with strong attention to detail, 

communication skills, and ability to manage multiple priorities effectively. 

 

If you are interested in the position and have the skills we are looking for, we would like to hear 

from you. Please forward an application letter together with a copy of your updated resume quoting 

‘Project Administrator” to the Hiring Team, Strathmore University Business School, on 

careerssbs@strathmore.edu by end of the day (5.30pm) Thursday, 4th June 2026.  

 

 

Due to the large number of applications, we may receive, only the shortlisted applicants will be 

contacted. 

 

Please be advised that Strathmore University Business School is an equal opportunity employer 

and does NOT ask for money from applicants under any circumstances during its recruitment 

process. Interested applicants are encouraged to exercise caution upon receiving any such 

interview opportunity that requires payment of any money. 

 


