
 

 

 

 

 

 

 

 

ROLE   Regional Projects Assistant (Africa)  

STATUS  Full-time (based at the head office, though travelling is required) 

HOURS  37.5 hours/week 

RESPONSIBLE TO Regional Manager 

SALARY  £19k to £23k (depending on experience) 

 

JOB PURPOSE 
Provide comprehensive administrative support to the Regional Africa Team, ensuring the 
smooth delivery of relief and development projects in Africa.  

  
MAIN DUTIES 

 Analyse and process project funding applications in line with Ummah Welfare Trust’s rigorous criteria 

and requirements. 

 Undertake regular financial audits of completed and ongoing relief and development projects.   

 Undertake independent price checks of local suppliers for products and services.  

 Undertake verification checks of the beneficiaries of relief and development projects. 

 Regularly communicate with local partners and field teams to check the progress of ongoing projects.  

 Ensure outstanding paperwork is provided on time by local partners and field teams. 

 Digitally maintain project files and other records pertaining to charitable expenditure. 

 Provide daily project progress updates to the Regional Manager. 

 Systematically document and file all of the paperwork for every project.  

 Assist with all feedback enquires from donors, partner organizations and team members. 

 
PERSON SPECIFICATION 

 Experience in administration to support high-level objectives. 

 A keen-eye-for detail is essential, particularly when looking at financials.  

 Proven high level skills in the MS Office package, particularly in Excel. 

 Self-motivated. The ability to take the initiative and work independently is paramount. 

 Excellent written and verbal English 

 An undergraduate degree or degree in the Islamic sciences is desirable.  

 Working knowledge of French or Arabic is desirable. 

 

This post is subject to a Disclosure and Barring Service (DBS) check. 

To apply for this role, please email your CV and Covering Letter to vacancies@uwt.org. You can also email for 

further information. The closing date for applications is 31st October 2019, although the position may close 

sooner if the right candidate is found. 

mailto:vacancies@uwt.org

