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JOB DESCRIPTION 
 
Job Title: Project Officer 
Division:   Relief, Development and Protection (RDP)  
Location:  Johannesburg or Durban, South Africa    
Job level:  Senior Specialist 
Grade: 6 
 

Primary Purpose 

This position will be responsible for day-to-day implementation of project activities at the field offices in 
Johannesburg or Durban. The project officers will be based in Johannesburg and Durban, South Africa. 

Supervision 

This position reports to the Program Manager   

Essential Duties 

1. Work with the Project Manager to implement CWS Self-Reliance and Community Integration (SRCI) 
for Refugees, Asylum-Seekers and Other Vulnerable Populations Groups of KwaZulu Natal and 
Gauteng Provinces in South Africa 

2. Work with the Project Manager in identifying refugee and host community members to participant in 

the program  

3. Assist the Project Manager in preparing a training employment readiness workshop for urban 

refugees and host country citizens 

4. Project Officer will be responsible to assess current job readiness, skills, experience, employment 
goals and professional gaps 

5. Project Officer will use this information to build out customized Employment Success Plans for 
participants that include additional programmatic activities listed below.  

6. Project officer will identify participant soft skills that can be further developed, such as punctuality 
and demonstration of good stewardship of resources at the place of employment.  

7. Provide employment case management services per month to every refugee and host country 

citizens involved in case management, with the guidance and oversight of the Program Officer. 

8. Develop individual employment readiness plans with clients, and maintain client information and 

case files in accordance with CWS Standard Operating Procedure, with the guidance and oversight 

of the Project Officer. 

9. Project Officer will facilitate small Business Entrepreneurism Support cohorts.   

10. Collect quantitative and qualitative information from project activities, with the guidance and 

oversight of the Project Officer. 

11. Ensure that case files are maintained in accordance with the Standard Operation Procedures 

(SOP’s) in collaboration with the Case Management Assistant 

12. Assist the Project Manager in the management of telephone hotline that will connect refugees and 

asylum seekers to Urban Refugees Self Reliance Help Desk 

13. Provide guidance and advice on employment to refugees and asylum seekers through the hotline of 

Urban Refugees Self Reliance Help Desk 

14. Provide guidance and support to refugees and asylum seekers  in one-on-one meetings with them in 

the Urban Refugees Self Reliance Help Desk 

15. Support the Project Manager to conduct outreach with local employers, chambers of commerce, 

NGOs and other local stakeholders, to familiarize them with the project’s objectives and connect 

project beneficiaries with employment and business opportunities. 

16. In collaboration with the Project Manager adapt CWS employment readiness training materials for 

local use. 
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17. Work with the Project Manager to assist employers by identifying and referring them qualified job 

seekers, providing useful information or tools for employee relations, and troubleshooting any issues 

with job performance or adjustment of employees referred through the project. 

18. Other duties as assigned by the project Manager    

 
Qualification  
 
Education: 
Bachelor’s Degree in a related field of study (e.g., Administration, Business Management, Law, Social 
sciences) or four years of related work experience in lieu of a Bachelor’s degree is required.  
 
Relevant education in records management will be preferred. 
 
Experience: 

1. Five years of paid work experience is required. 
2. At least two years of prior work experience in a related field (e.g., social services, business 

development, labor relations, case management) 
3. Prior experience working in a NGO, CBO, UNHCR or community services office is required 
4. Prior experience working with refugees or asylum seekers and/or knowledge of local laws regarding 

asylum and refugee protection in South Africa and the correct interpretation of these laws in the 
country 

5. Prior experience managing and/or working on PRM funded programs  
6. Knowledge of local employment conditions and workplace norms; existing relationships with local 

businesses, employers federations or chambers of commerce is preferred 
7. Prior experience as a trainer or facilitator is preferred 
8. Prior experience as case worker in the related field 
9. Strong organizational and communication skills 

 
Knowledge/Skills: 

1. Good oral communication skills 
2. Fluency in English Language 

 
Abilities: 

 The project officer must have the ability to: 

1. Meet deadlines 
2. Pay attention to details 
3. Maintain confidential information 
4. Manage a large and diverse workload under pressure with competing priorities 
5. Work well as a team in a multi-cultural environment while maintaining a high level of motivation 
6. Effectively manage CWS resources. 

 
Physical requirements: This position requires bending, squatting, climbing, kneeling, sitting, standing, 
walking, pushing/ pulling, handling objects (manual dexterity), reaching above shoulder level, using fine 
finger movements and lifting/carrying moderate loads.  
  
Working environment: Incumbents in this position will work both indoors and outdoors. 
  
Licensing/Certification: 
None. 
  
Special Requirements: 
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Police Clearance Certificate issued within the last one year (12 months) is required before the start 
of employment. 
Competencies 
 
Communication 
Ensure effective exchanges of information with others. Examples of skills and behaviors include speaking to 
others respectfully; expressing ideas in a logical, organized way; sharing information appropriately; and 
clarity and conciseness in written communication. 
  
Relationships 
Ensure constructive and supportive interactions with others. Examples of skills and behaviors include being 
positive and supportive when working with others; sharing information and resources freely; resolving 
conflict constructively; and proactively working to remove obstacles to success for others. 
  
Job Knowledge 
Utilize and apply job related knowledge to complete job tasks at a level that meets or exceeds expectations. 
Examples of skills and behaviors include utilizing job knowledge to solve problems or develop new 
approaches; maintaining or enhancing skills through continuing education; and taking on projects that will 
develop or enhance skills. 
 
Teamwork  
Work effectively and contribute as a member of a team. Examples of skills and behaviors include supporting 
other team members by sharing information; covering the work of others during absences, vacations etc.; 
and actively participating in developing ideas for ways to increase team effectiveness.  
  
Problem Solving 
Analyze information and develop solutions to challenges that arise during the course of performing a job. 
Examples of skills and behaviors include researching and collecting facts; defining the issues and the parties 
affected; formulating options/solutions for addressing the problem; and engendering support for and 
implementing the solution. 
  
Program Planning and Management 
Organize work and/or plan projects and ensure timely completion and/or successful implementation. 
Examples of skills and behaviors include identifying and analyzing program options; identifying the tasks and 
deliverables required for successful completion; managing one’s time; monitoring the resources involved 
and ensuring that they are directed most effectively; and working with all involved to ensure successful 
completion. 
  
Leadership 
Guide and direct oneself or other individuals and groups toward a desired outcome. Examples of skills and 
behaviors include taking the appropriate level of initiative to resolve problems or remove obstacles, bringing 
individuals together around a common goal; evaluating information and making decisions; navigating conflict 
and obstacles; and ensuring that communication takes place between all parties involved. 
  
Resource Building and Stewardship 
Balance the acquisition or investment of organization resources with responsible use of those resources in 
line with the organization’s mission. Examples of skills and behaviors include taking advantage of all 
opportunities to cultivate potential donors; evaluating situations to identify the best use of resources; and 
making responsible investments of resources that increase organization effectiveness. 
 
 


