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Join SEl and make a difference!
Programme & MEL Coordinator-SEl (Ref. No.202555)

About our organization:

The Stockholm Environment Institute (SEI) is an independent, international research institute founded
in 1989. Its mission is to support decision-making and induce change towards sustainable
development around the world by providing integrative knowledge that bridges science, policy, and
practice in the field of environment and development.

SEl has about 300 to 380 staff members working at eight research Centers are in the United Kingdom
(SEI-York and SEI-Oxford), the United States (SEI-USA in Boston with sub-units in Seattle and locations
in California), in Estonia (SElI Tallinn Centre), in Bangkok, Thailand (SEl Asia Centre), in Bogota,
Colombia (SEI Latin America Center), and in Nairobi, Kenya (SEI Africa Centre). SEl headquarters are
located centrally in Stockholm, Sweden. SEl Africa is managed by the by World Agroforestry
(ICRAF)based in Gigiri, Nairobi, Kenya.

We invite you to learn more about SEl and World Agroforestry by accessing our web sites; www.sei.org
and www.worldagroforestry.org.

SEl is looking for a:
Programme & MEL Coordinator

The Programme/MEL Coordinator will undertake significant responsibilities across all centre projects,
guided by their line manager. Responsibilities include supporting project management delivery with a
focus on monitoring, reporting, evaluation, accountability and learning (MREAL) for projects and
programmes, including support financial planning, reports coherence etc., supporting meetings and
developing the related action plans (ensuring that staff complies with the actions), contributing to
inter-disciplinary teams within SEl and with partner organizations, and ensuring all project deliverables
and engagements, are delivery high-quality and timely outputs.

Summary of responsibilities
1. Programme Coordination role
e Monitors and reports back to Project Leads, Programme Managers and centre director on
project financial gaps and challenges to ensure efficient resource allocation and spending
through a consultative process.
e Ensures monthly timesheets are approved as per allocation and Centre’s timeline.
e Ensures proper budgeting and financing of proposals and projects based on the resource
allocation and agreed requirements and allocation.
e Ensures the centre project management Tools are updated with precise project information
according to donor agreement and amendment.
e Ensures project and work plans are clear for all projects, and ensure time planning of team
members is correctly updated in the centre time management system.
e Shares the monthly financial reports to the team for the review by project managers
regarding resource spending and planning.


http://www.sei.org/
http://www.worldagroforestry.org/

Ensures timely update for teams to deliver donor reporting, including supporting finance
team on the invoices and financial reports.

Supports the team in planning and project implementation, for example by taking minutes of
meetings and assisting in event organization.

2. MELRole

Lead the design and implementation of MREAL result frameworks and ‘Theory of Change’ for
centre and programmes.

Integrates MREAL in project design, implementation, and reporting.

Implement and optimize online solutions for MREAL in projects and programmes.

Oversee data collection, assess project progress and results, and generates insights to refine
project design and implementation.

Update project results frameworks as needed.

As appropriate, train and guide partners and stakeholders in MREAL and field monitoring.
Manage administrative and reporting tasks related to projects, including time reporting and
expense claims.

3. Fundraising & Partnerships

Identify opportunities, support fundraising and enhance multi-stakeholder partnerships for
SEI Africa’s portfolio.

Supports fundraising initiatives, donor profiling, and coordinates the Centre’s monthly
funding opportunities update to the team.

Provides support to proposal development by ensuring the internal project management tool
process and advising on donor requirements.

Assists in building and expanding strategic partnerships and networking with governments,
civil society organizations, the private sector and donors in implementing research project
activities and developing new research projects.

Supports in preparing documents (e.g. agenda, work plan, reports, publications, proposals)
related to research projects as assigned.

Performs other tasks that might be assigned by the Project Leader, Line manager and the
team.

4. Leadership and Management

Provide technical leadership in the design, development, planning, budgeting, and
implementation of the project MREAL frameworks

Actively oversees implementation, reporting, monitoring and learning of projects and
results.

Provides professional and ongoing guidance to MREAL/MEL work for the research staff
under the Programme, addressing professional and competence development.

Committed to supporting the employees in the Programme through a significant presence in
the office, and availability to handle issues arising.

Requirements

A Bachelor’s degree with at least four years of work experience, or a Master’s degree with at
least two years in relevant fields.

Proven experience in project administration, coordination and working within
interdisciplinary teams.

Knowledge of project management, MEL and finance/budgeting

Certification and/or training in project management



Knowledge of climate finance, policy, sustainable development, and participatory research.
Experience in the Africa region.
Proficiency in an Asian language is an advantage.

Personal attributes and competencies

Exceptional interpersonal and communication abilities.

Strong teamwork, planning, organizational and time management capabilities.

Analytical, problem solving and critical thinking skills.

Ability to positively influence team dynamics and uphold SEI’s core values in their everyday
work.

Skillful in providing and receiving constructive feedback.

Terms and conditions

This is a Locally Recruited Staff (LRS) position and on competitive remuneration in local
currency, commensurate with skills and experience.

The appointment will be for a period of two (2) year, inclusive of a six-month probationary
period, with the possibility of extension contingent upon performance, continued relevance
of the position and available resources.

The duty station will be in Nairobi, Kenya.

Application process

Go to http://worldagroforestry.org/working-for-icraf/vacancies

The application deadline is 12 August 2025.

CV and Cover Letter should be in PDF and Labelled with the applicants First and Second
Names.

We will acknowledge all applications but will only contact short-listed candidates.

Qualified female candidates are strongly encouraged to apply.

CIFOR-ICRAF is an equal opportunity employer. Staff diversity contributes to excellence.
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