AFRICAN PEER
REVIEW MECHANISM

MÉCANISME AFRICAIN
D'EVALUATION PAR LES PAIRS

آلية األفريقية لمراجعة النظراء

O MECANISMO AFRICANO DE
REVISÃO DE PARES

VACANCY ANNOUNCEMENT
The African Peer Review Mechanism (APRM) is a Specialised Agency of the African Union
and the continent’s self-monitoring and peer review tool for the promoting good governance.
Launched in 2003, the Mechanism is acceded to voluntarily by African states and exists to
create a platform for reviewed states to improve constitutionalism and policy formulation,
adoption and implementation. The mechanism establishes best practices and supports member
states in monitoring compliance with established African Union standards and principles.
These practices and standards are catalysts for transformative leadership needed to achieve
political stability, high economic growth, sustainable development and accelerated subregional and continental integration. The peer review processes provide a high level platform
for experience sharing and promotion of successful best practices including identifying
deficiencies and assessing requirements for national capacity building.
In seeking to achieve its objectives, the African Peer Review Mechanism intends to strengthen
its capacity to deliver, by amongst others, the implementation of its organization structure and
the filling of all vacant posts.
The APRM invites applicants who are citizens of AU Member States for the following post:
1. POST
Job Title:
Level:
Supervisor:
Directorate:
Duty Station:
2.

Personal Assistant to CEO
GSA5
Chief Executive Officer
Office of Chief Executive Officer
Johannesburg, South Africa

JOB PURPOSE:
To provide an efficient and responsive administrative, organisational, and logistical
service to the Chief Executive Officer, helping him to manage and prioritise his time.

3.






MAJOR DUTIES AND RESPONSIBILITIES:
Manage the CEO’s diary by planning, scheduling, facilitating, confirming and
coordinating all internal and external requests, meetings, conferences teleconferences
and workshops for the office of the CEO;
Organize schedule and coordinate needed preparation and briefing materials to allow
for successful meetings and appropriate pace to daily schedule;
Takes care of all aspects of the CEO’s travel e.g. arrangements, booking
accommodation, transport and all travel documentation and follow ups;
Overseeing the driver’s schedule, briefing and all directions are appropriately and
timely handled for ease of the CEO’s daily movement;
Check, receive, sort, file and route all in coming correspondence, reports, records,
documentation and other material by fax, email phone and other means in the CEO’s
office. Compile, retrieve, draft, edit, distribute and follow up on all letters, information,
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data, documentation, records, reports and correspondence transmitted from the CEO’s
office;
Receiving and screening all incoming and outgoing calls and refer them to the
appropriate source/respond to enquiries in the office of the CEO;
Inform, coordinate, notify and receive internal and external visitors to the office of the
CEO;
Ensure office security and maintenance e.g. Office doors, equipment, files,
documentation and confidential information.

4. QUALIFICATIONS:



Secondary education with specialized secretarial training;
University degree or equivalent would be an added advantage.

5. PROFESSIONAL EXPERIENCE REQUIRED:



More than 6 years of progressively responsible secretarial, administrative, programme
experience is required at the national or international level;
Experience in the usage of computers and office software packages (MS Word, MS
Excel, and MS Power Point), experience in handling of web based management
systems.

6. OTHER RELEVANT SKILLS:








Have a knowledge of APRM objectives and process;
Possess excellent planning and organizing skills;
Have good communication skills, both written and verbal
Be able to work quickly and accurately under pressure and attend to any ad hoc
functions as required;
Ability to handle confidentiality about the affairs of the office;
Ability to interact with stakeholders at a senior level;
Have a practical knowledge of Computer, particularly internet navigation and all
Microsoft office applications.

7. LANGUAGE REQUIREMENT:
Be proficiency in both English and French. Proficiency of one or several other AU working
language(s) would be an added advantage.
8. AGE REQUIREMENT:
Candidates must preferably be between 30 and 45 years old.
9. TENURE OF APPOINTMENT:
The appointment will be made on fixed term contract for a period of three (3) years, of
which the first twelve months be consider as a probationary period. Thereafter, the contract
will be for a period of two years renewable, subject to satisfactory performance and
deliverables.
10. GENDER MAINSTREAMING:
The APRM is an equal opportunity employer and qualified women are strongly encouraged
to apply.
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11. REMUNERATION:
Indicative basic salary US$ 12 096.00 per annum plus other related entitlements e.g. post
adjustment (57% of basic salary), housing allowance (US$ 13,248.00 per annum),
education allowance (75% of tuition and other related expenses for every eligible
dependent up to a maximum of US$7,800.00 per child per annum), etc. for internationally
recruited staff of the African Union.

12. APPLICATION PROCESS
Interested parties must submit the following:
 A motivation letter stating reasons for seeking employment with the African Peer
Review Mechanism.
 Comprehensive Curriculum Vitae indicating your nationality, age, and gender.
 Three (3) contactable referees who have good knowledge of the candidate’s work.
 Certified copies of all academic qualifications

Applications must be sent to: recruitment@aprm-au.org, quoting the job title on the
email subject line.

Closing Date 14 February 2017
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