
 

 

 

VACANCY 
 

PROGRAMME COORDINATOR 

JOB SUMMARY 

The Programme Coordinator will undertake a variety of administrative and programme management 
tasks, including planning and organizing programmes and activities as well as carry out important 
operational duties. The Programme Coordinator must be organized and detail-oriented, comfortable 
working with diverse teams. The goal will be to facilitate the effective management of programmes 
according to the organization’s standards. 

RESPONSIBILITIES 
• Support planning and coordination of programmes and their activities 
• Ensure implementation of policies and practices 
• Maintain budget and track expenditures/transactions 
• Manage communications through media relations, social media etc. 
• Help build positive relations within the team and external parties 
• Schedule and organize meetings/events and maintain agenda 
• Ensure technology is used correctly for all operations (video conferencing, presentations etc.) 
• Prepare and submit reports to management, stakeholders/clients and other partners, and 

create reports or proposals 
• Promote all services, products and programmes of the company 
• Perform any other duty assigned.  

REQUIREMENTS 
• Proven experience as Programme Coordinator or a similar position/role 
• Knowledge of programme management and development procedures 
• Knowledge of budgeting, bookkeeping and reporting 
• Tech-savvy, proficient in MS Office 
• Ability to work with diverse and multi-disciplinary teams 
• Excellent time-management and organizational skills 
• Outstanding verbal and written communication skills 
• Detail-oriented and efficient. 

Minimum Qualifications: 
Bachelor's Degree in a field appropriate to area of assignment AND two years 
administrative/coordinator programme experience;  
OR, six years of progressively responsible administrative/coordinator programme experience;  



OR, any equivalent combination of experience and/or education from which comparable knowledge, 
skills and abilities have been achieved. 

WORKING CONDITIONS: 

• This job operates in a professional office environment. This role routinely uses standard office 

equipment such as computers, phones, photocopiers/printers, filing cabinets.  

• Must have flexibility in working hours to achieve assigned responsibilities.  

• Must be able to stand; walk; sit.  

 

APPLICATION 

Send Application and CV to jobs@greenstateoilandgas.com Only qualified candidates will be contacted. 
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