
 

 

Agency:  Medium, Small and Micro Enterprises Agency (MSMEDA) 

Sector:   Human & Community Development Central Sector   

Post Title:  Infrastructure Assistant Project Officer 

Project Duration:      3 Years  

 

"MSMEDA announces new job vacancies that will be funded through a project 

in cooperation with the European Union "ELIW" with a duration of 3 years" 

Primary role: 
The infrastructure assistant project officer will be responsible for coordination with 

MSMEDA branches in the governorates regarding determining the needs of 

infrastructure projects, participate in preparing project documents, reviewing technical 

and financial reports, reviewing procurement plans, transferring project finance 

payments according to the progress of work. 

 

Tasks: 
Under the overall supervision of the Head of Public Projects Sector  

 Assist Regional offices relevant staff to study and appraises project 

proposals. 

 Coordinate to develop final project document (including project contract). 

 Participate in monitoring the implementation of projects through field visits 

to the governorates. 

 Participate in evaluating project proposals and ensuring their suitability for 

financing terms. 

 Review the monthly financial and technical reports submitted by the project 

management units and coordinate with MSMEDA branches to ensure the 

validity of the data contained therein. 

  Arrange field visits for projects under his/her supervision to follow up 

implementation and provide assistance and solutions for problems related to 

the implementation. 

 Review project data entered by project management units on the computerized 
MIS and ensure their compatibility with monthly reports. 

 Assist in transferring project financing installments after ensuring that they 

fulfilled the pre-conditions for each installment. 

 Assist in developing and executing all the technical and financial periodical 

progress reports 

 Monitor the internal and external audit comments and remarks and ensure 

that correction actions have been taken. 

 Any other duties related to the job 

Required skills:  
 Bachelor’s degree in civil engineering or architecture. 

  Minimum of 3 years' total experience in planning and executing 

infrastructure projects. 

 Familiarity with the procedures and regulations for tenders and procurement 

in accordance with Egyptian laws and regulations, preferably those with 

knowledge of contracting procedures for donors. 

 Ability of problem solving  



 

 work under pressure   

 Communication skills 

 Writing and presentation skills 

 Responsible and can work in a work group 

 Excellent knowledge in using Microsoft office 

 Good command of the English language. 

 

 

Qualified candidates are encouraged to submit their CV’s within two weeks to e-mail 

address recruitment@sfdegypt.org (Mentioning in the subject Infrastructure 

Assistant  Project Officer) 

mailto:recruitment@sfdegypt.org

