
We're
hiring!

GRANTS OFFICER - ETHIOPIA

Thanks for your interest in working at THET. 
This job pack provides you with everything you need to
know to apply for this role and what it means to work at

THET.

JOB PACK



About the Tropical Health and Education Trust (THET) 

THET is a global health charity working in partnership with governments, health

institutions, and international bodies to train health workers and strengthen health

systems across 31 countries.  

 

We do this through grants management and capacity building, alongside research,

convening and advocacy towards the goal of Universal Health Coverage. At the centre of

our approach, is the model of Health Partnerships, long-term relationships between UK

and LMIC health institutions, which improve health services through the reciprocal

exchange of skills, knowledge, and experience. 

  

At the heart of our work is vision of a world where everyone has access to healthcare. 

Find out more at thet.org  

JOIN OUR TEAM!

http://www.thet.org/


Partnering through collaboration

Partnering with respect

Partnering with integrity

Partnering through learning 
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OUR VALUES



Hours Part Time 50%

Reports to Programmes Coordinator

Location Ethiopia, Addis Ababa

Salary ETB 87,854 / month

Length of Contract September 2024 until March 2026 

JOB SPECIFICATION

TIME COMMITTMENT



JOB PURPOSE

CURRENT RECRUITMENT

Funded by the Department of Health and Social Care, the Global Health Workforce

Programme (GHWP) will aim to develop the health workforce (HWF) in Ethiopia, Ghana,

Kenya, Malawi, Nigeria and Somaliland, supporting them to build stronger, more

resilient health systems for post-pandemic recovery and to make progress towards

universal health coverage. 

Grants for UK-LMIC and cross-LMIC partnerships will be awarded to respond to national

HWF priorities identified through a scoping assessment carried out by THET. 

With a strong focus on building local ownership and sustainability, these partnerships

will contribute to the following programmatic outcomes:   

Partnerships contributing towards improved health workforce leadership capacity

aligned with health workforce strategies, that will support reduction in gender

inequalities. 

Partnerships aligning with and contributing towards retention and wellbeing

strategies. 

Improved number and quality of training opportunities for health workers. 

Co-developed and documented learning on health workforce interventions shared

with key national and international stakeholders. 

The Grants Officer will co-ordinate the selection, contracting, payments and reporting of

all grant holders. The Central Programmes team will provide oversight including

standardised processes, templates and tools to support grants coordination. The UK

Research, Evidence and Learning (REL) team, will provide REL tools and resources for

grant holders and the programme team to use. These teams will ensure a standardised

approach, tools and systems for the delivery in each country, adapted as necessary to

the local context. 

The in-country team will also be comprised of an in-country THET representative who

will support grant holders ensuring they are implementing quality projects efficiently

and effectively and will collaborate between grant holders and relevant local

stakeholders, ensuring that projects are embedded into the health system. An

Administrative Assistant will also support the in-country team with administrative and

logistical duties. The Grants Officer will carry out activities for the GHWP from

September2024 until March 2026. 



KEY RESPONSIBILITIES 

CURRENT RECRUITMENT

Grants Management

Manage a portfolio of up to eight health partnership grants, overseeing contracting

and financial disbursements.

Guided by the Programmes Coordinator, ensure grant holders understand what is

required of them with regards project management (including M&E, finances,

activity plan and reporting, partnership relations, procurement etc.) and support

them where necessary to overcome identified challenges. 

Conduct visits to the grant holder institutions throughout the programme, and hold

regular online meetings, to accompany progress, ensure that challenges identified

through reports and monitoring visits are being successfully overcome and that any

new challenges, concerns, developments or opportunities are identified quickly. 

Review grant holder narrative and finance reports, and provide feedback on the level

of achievement, need for further information and recommendations for

improvement.

Conduct audits to grant holder institutions.

Identify any changes to the personnel amongst grant holders

Contribute to learning analysis meetings, as well as quarterly donor reports and end

of project impact reports.

Contribute to grant holder sharing and learning events 

Programme quality and design

Contribute to the design of organisational and health partnership quality

programme approaches, including standards, processes, tools and guidance.

Contribute to the delivery of capacity development interventions for grant holders

Grants database administration

Ensure optimum use of the grants management database (on the Salesforce

platform), including input of data, grant analysis, production of reports, and analysis

of monitoring and evaluation methods.

Support the internal team and grant holders to navigate the database.

Liaise with the database supplier to troubleshoot any issues.

Administration and events

Support preparations for, attend and present national, grant holder and THET events

including the introductory meeting with THET colleagues.

Liaise with the in-country administrator in providing logistical support around health

partnership events/visa processes/ethical approvals, UK teams, etc.

Provide other administrative support where required.

Attend regular meetings with the grants management team to identify priorities,

review progress, share challenges and learn from peers.



KEY RESPONSIBILITIES 

CURRENT RECRUITMENT

ONGOING ACTIVITIES ACROSS THE PROGRAMME: 

Weekly Grants Management meetings with THET 

Monthly grants quality group meetings with THET 

Monthly programme-wide meetings with THET 

Monthly review meetings with THET to analyse grant holder progress and risks

Quarterly review meetings and check-ins between THET and THET ICCs to share

experiences and help one another with any challenges during the programme

implementation 

Ad hoc learning sessions with THET to share feedback on processes/ways of working

to inform programme implementation. 

The Grants Officer – Ethiopia will receive a monthly rate of ETB 87,854. Please note that

this is non-negotiable and will cover all expenses apart from project-related travel,

meeting and communication expenses. The Grants Officer will share an allowance with

the in-country representative and administrator to help deliver the work, with £100 a

month available for communications and other office-related expenses, and £200 a

month for travel and meeting costs.

Receipts must be kept, where possible, in order to claim for support costs. The Grants

Officer will not be expected to use their own funds to cover project-related costs. 

Invoice process: Invoices must be submitted monthly in £ GBP and the HRMC

exchange rate used to calculate any support costs expenses. The monthly exchange rate

to be used should match the month the costs were made (and the month should match

the receipt). 

https://www.gov.uk/government/publications/hmrc-exchange-rates-for-2022-monthly
https://www.gov.uk/government/publications/hmrc-exchange-rates-for-2022-monthly


PERSON SPECIFICATION 

Person
specification

Person
specification Essential Desirable

Qualifications
Bachelor’s Degree (2:1 or
above) in a relevant discipline.

Master’s Degree level in a
relevant discipline, such as
Public Health.

Experience 

Minimum seven years’
experience in the NGO and/or
health sector in Sub-Saharan
Africa 
Project coordination,
administration, and the project
management cycle 
Budget preparation, tracking
and monitoring 
Preparing and delivering
written and verbal
communications to a range of
audiences  

Grants management
Working closely with
international teams
Monitoring and evaluation
Database management

Knowledge

Understanding of, and interest,
in international development
and global health issues.
Awareness of Monitoring and
Evaluation principles.

Knowledge of issues relating
to health workforce capacity
development in low- and
middle-income countries



PERSON SPECIFICATION 

Person
specification

Person
specification Essential Desirable

Skills

Excellent command of written
and spoken English.
Well-developed IT skills and
competence in Microsoft
Word, Excel, and PowerPoint
Excellent time management
skills and ability to manage
competing deadlines.
Team player able to work
independently when required
and to manage a diverse and
heavy workload.
Attention to detail.
Good financial management
skills.

Ability to analyse, synthesise
and communicate complex
issues in a clear manner.
Confident in developing the
capacity development of
others.
Excellent interpersonal skills
and confidence in dealing
with international teams and
senior external stakeholders

Values

Strong commitment to THET’s
cause and values.
Highly motivated self-starter. 
Flexible and adaptable.
Intercultural sensitivity and
awareness.

Other

The candidate must be willing
to work in insecure areas and
travel to rural areas.
THET is an equal opportunity
employer, and any form of
canvassing will lead to
automatic disqualification.
A commitment to matrix
working. 



GRANTS OFFICER - ETHIOPIA 

What we offer 

Flexible working hours 
Hybrid working arrangements 
Enhanced Maternity and Paternity leave benefits 
Confidential Employee Assistance Programme 
25 days annual leave plus three days off between Christmas and New Year 
Annual learning & development allowance 
11% employer pension contribution when an employee contributes 7%. 
A friendly, supportive work environment. 

How to apply

Candidates must submit their CV along with a cover letter of no more than two pages to
jobs@thet.org by 31st July, with ‘Ethiopia Grants Officer’ in the subject line.

 Shortlisted candidates will be invited to a virtual interview week commencing 5th August. 
The candidate must be based in Addis Ababa, Ethiopia. 

 

mailto:jobs@thet.org

