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LEGAL AID SERVICE PROVIDERS' NETWORK





	Job title
	Project Assistant- Lobby and Advocacy

	Reports to
	Lobby and Advocacy Officer


 Job purpose 

A project assistant role is to provide support and creates balance in the time and scope of executing Lobby and Advocacy projects under the direct supervision of the Director programs and the Lobby and Advocacy Officer in an establishment. s/he is to ‘cover-up’ for the Officers by seeing to it that all aspects of a projects are dully attended to and completed at the right time, regardless of challenges that may be encountered.

 Duties and responsibilities 

i.  Provide research support to identify gaps in the protection space, unfavorable policies and practices, and thereafter  advocating  for  a  shift  of  the  policies  by  means  of  submission  of articles to the relevant JALOS, and Parliament Portfolio Committees;
ii. Support the  development  of  new  Information  Education  and  Communication materials for the legal aid  / access to  Justice advocacy and lobbying Programme;
iii. Support in designing  and  implementation of  field  research  for  advocacy  purposes  and  write reports;
iv. Collect data, statistics and all other relevant information for reporting and public awareness purposes;
v. Identify advocacy issues and develop   periodic advocacy plans for general and specific advocacy issues
vi. Liaise with  lobby and advocacy officer for  evidence  based  advocacy through supporting research
vii. Support in conceiving, organizing and execution of lobby and advocacy engagements including meetings  and workshop 

viii. Write monthly, quarterly, mid-year and yearly reports of programme activities;
ix. Draft professional letters, proposals, submissions and memorandums;
x. Produce  monthly  content  for  publication  in  the  media,  newsletter  and  the website.
xi. Any other duty as may be assigned by the officers.
Qualifications 

  A degree kn  in Law , development studies or in Social work or Human Rights or related field.
 
Excellent skills with Microsoft Word Office, Excel, PowerPoint, Outlook etc.
 
Ability to pay attention to detail

 
Good communication skills

 
Ability to solve problems

 
Ability to manage time effectively

Skills and Key competencies 

· Lobby and advocacy skills

· Good research and writing skills

· Good presentation and stakeholder’s engagement skills

· Excellent communications skills – spoken and written; and good public relations engagement skills

· Ability to conduct thorough research into complex and varied legal and policy issues, write reports and submissions;

· Computer literacy (proficiency in MS Word, e-mail, PowerPoint – ability to draft or edit PowerPoint presentations);

· Good organizational and time-management skills.

· Behavior Attributes – team builder and organization developer; results oriented; honest, trustworthy and respectful; easily delegable and capable to deliver high quality and timely  results with limited  or no supervision; self-confident  with initiatives to make things happen; ability to work under pressure and meet strict deadlines.

 Working conditions 

Project Assistant works with any officer as per need or gaps

Physical requirements
Not applicable

 Direct reports 

Not applicable

