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Your Excellency
COVER LETTER FOR THE CALL FOR APPLICATIONS FOR EIGHT (8) PROFESSIONAL
POSITIONS

ire staff and has the pleasure

u and your ent '
ght (8) Professional positions

nds its warmest greetings to yo
he following €i

The Secretariat exte
to invite applications from the COMESA Citizens for t
tly vacant or will fall vacant:

Chief of Internal Audit and Risk Management

that are either curren
SIN [ NAME OF VACANT POSTS GRADE | NO. OF POSTS |
I 1 ’ Director of Gender and Social Affairs P5 1
[ 2 [Director of Information Communication Technology P5 1
F 3 ’ Director of Agriculture and Industry P5 1
i P4 1

4
P3 1

r 5 lMining Expert
! P3 1

6 | Telecommunications Expert
P2 1

F 7 ’ Trade Officer (Services)
[7 8 ’ Strategic Planning and Policy Harmonization Officer

P2 1

M

Growing Together, for Prosperity

(8 CamScanner


https://v3.camscanner.com/user/download

COMMON MARKET

MARCHE COMMUN
i-,. - b ’d,“‘"

Pursuant
decisions l:‘et:\nelz COMESA Secretariat Staff Rules and Regulations and relevant Council's
obt of ﬂ&verﬁ »er Slates shall advertisa the vacancies in their local newspapers and bear the
fmit for ao0} sement of the posts in their countries. They should also staté the maximum age
‘iandldatepghgn% lo a position in COMESA which is stated in the call for applications. The
application. uld not be more than fifty-five (55) years of age al the time of submitting the
‘s:‘l":hef- Council, at their Twenty Third meeting in Nairobi in May 2007, decided that Member
ates should take the responsibility of ensuring that all approved posts are advertised extensively

in their local media and that applications received are screened and short-listed on the basis of
posts. The Secretariat shall only

the established criteria for the advertised vacant professional o M
accept af?Dhcatlons which are accompanied by a short-listing re ort from the Coordinatin Minis
fss this will provide proof that the candidates were considered to have met the requirements of the
job as advertised,

We also invite you to take note of the Council decision of the 43 COMESA Council of Ministers
meeting that introduced an interim capping system for overrepresented Member States up to @
maximum of an extra three (3) staff per Member State. Council further decided at its 44"
Meeting held on 23" November, 2023 in Lusaka, Zambia that the interim capping system
shall not apply to existing permanent members of professional staff in the regular

establishment as defined in the COMESA Staff Rules and Regulations until the study is
finalized and approved by Counclil since the quota allocation will not be affected.

Though the Secretariat will place the advertisements on its website, all applications are required
to be submitted through the Coordinating Ministries of COMESA Member States. Advertisements

in local newspapers or websites should indicate that applications submitted directly to the
Secretariat will not be considered and that only candidates short-listed by the Secretariat will be

conlacted.

Attached, please find:

1. The notice for the advertisement of the said posts (Call for Application for eight (8)
Professional Positions);
2. The COMESA Secretariat Application Form for Employment which should be filled by

those who wish to apply for the above-mentioned posts. Those whose applications do
not include the completed approved form will not be considered; and

3, A Shortlisting report template which should be used to submit the list of shortlisted
candidates by the Coordinating Ministries.

— Y
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The tentative
timelines for recruitment process for the above posts will be as follows:

Mrﬁfﬂz’/”/

16™ February 2026

NO
ACTION -STEPS
the

e
a) Member States informed by Secretariat of
vacancies and invited to advertise.
b) Member States to advertise the posts in their local

media
2. | Note: Closing date of application as per the Call for

Application
mum of five names of their

3. | Member States submit a maxi
shortlisted candidates for eactwﬁmﬁw
137 April 2026

4. | Finalisation of Shortlisting Report . ———| :
5. | Candidates invited for interviews. 17 April 2026
//
6. | Interview of candidates gn-AG" M 200
//
mber States

hort-listed candidates by Me >
e requested t0 forward the following to

13" March 2026

“57h March 2026

Please note that the closing date for the submission of s
to the Secretariat is 27" March 2026 Member States ar

COMESA Secretariat by the closing date:

e (5) nationally short-listed candidates for each pos't.. The
t the minimum educational qualifications and the minimum

d for the post as outlined in the job description;

candidates, accompanied by certified
pleted application forms;

(a) The names of only fiv
candidates should mee

years of experience require
copies of

(b) The applications of the short-listed
their educational testimonials and the duly com
Transcripts for short-listed candidates, showing the courses and grades attained at

te level;

(c)
both graduate and post gradua

(d A short-listing report; and

(e) Al documents to be sent in both soft copy and hard copies.

he documents should be submitted electronically via e
ubject title of Recruitment of eight (8) Professional

The soft copy of t mail to:

Prof.Recruitment@comesa.int under the s
posts 2026.

e — o
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The hard cop
Py of the docurents should be addressed o the attention of the Secretary General

on the address below:

Director of Hum

¢ an Resources and Admini
COMESA Secretariat TS
Ben Bella, Lusaka , Zambia

Pleas '
8a80 confirm receipt of this communication at your earliest convenience o the Director of
andadm@comesa.int copy Chief of Human

gz:um Resources and Administration, by Email: bandadm(@comesa.r=
: ources and Management Service, hmustala comesa,ini, amohammed@com sa.int
dkapoko@comesa.int and cmilupi@comesa.int.

Ploase accept the Your Excellency assurances of our highest consideration.

Zop i
Dr. Dev Haman
ASSISTANT SECRETARY GENERAL
(ADMINISTRATION AND FINANCE)

Encls.

Cc  Tages Mulugeta
Lead Executive, International and Regional Trade Integration

Ministry of Trade and Regional Integration
P O Box 704
ADDIS ABABA

Ethiopia
Tel: +251-911535173
Email: mulugetataqes@qmail.com

Zerihun Abera
Head of Desk, Multilateral Trade Integration

Ministry of Trade and Regional Integration

P O Box 704

ADDIS ABABA

Ethiopia

Tel : +251918798019

Email: zerihunIZabera@qmaiI.com

Growina Tooether. for Prosoerity
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COMFWB

Fedeeation of Women in Business

Zimbabwe House, 1 F

P O Box 1499 "ar

Cilongwe. e anctacomesa ot
Lilongwe, Malawi o -

Date of publication: 7 February 2026

CALL FOR APP
LICATION F N: RESOURCE
MOBILISATION OFFIGER OR PROFESSIONAL POSITIO

'g;e Common Market for Eastern and Southern Africa (COMESA) is a Regional
9n0m|c? Community comprising of 21 African states’ which have agreed to promote
regional integration through trade development and transport facilitation as well as

development of their natural and human resources for the mutual benefit of all their

people. Its vision is to be a fully integrated economic community that is prosperous,
the African Economic Community.

internationally competitive, and ready to merge into

In order to realize its vision and objectives, COMESA has also established seve_ral
semi-autonomous institutions based in different Member States t0 support integration
agenda. One of such semi-autonomous institutions is The COMESA Federation.of
Women in Business (COMFWB) which is based in Lilongwe, Malawi. More information
can be obtained from the COMFWB website www.comfwb.org and the COMESA

website www.comesa.int

COMFWB was established by COMESA in recogni
economic integration cannot be achieved if women in €C
COMESA mandated COMFWB to champion the improvemen
conditions of women to achieve their full and equal participation

economies.
COMFWB's distinct niche is to play a fa

tion of the fact that regional
onomic enterprise were left out.
t of the economic
in their national

cilitative, coordinative, and catalytic role thus

creating an enabling environment for women'’s enterprises to thrive within COMESA and
forum for the exchange of ideas and experiences

beyond. In this respect, it acts as a
among wom2n in economic enterprises. COMFWB promotes the expansion of existing
address their needs for technical assistance and

enterprises through measures that
training, access to credit, export promotion market research and investment

opportunities.
set-out development objectives, the COMFWB will recruit a

ased at its Secretariat in Lilongwe, Malawi. Applications are
e below vacant position:

rSlN NAME OF VACANT POST GRADE NO. OF
POSTS

In order to actuaiize the

Professional Staff to be b
sought of qualified and experienced professionals for th

(& CamScanner
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‘- JOB VACAN - D
CY ONE: RESOURCH 1C JILISATION OFFICER

:;::ET:LE' Resource Mobilization Officer

Salaty Scals : Prolessional Level 2 (P2)

DUTY STATION: COM$45,704.28 — COM$57,586.94 Per annum
: Lilongwe, Malawi

sibility of extension upon

CONT
RACT DURATION: Four (4) years with a pos
ncludes six (6) months

satisfactory performance. |
probationary period

REP .
ORTING TO: The Director of Programme Management

1.1. SCOPE OF WORK

The Resource Mebilisation Officer for COMFWB wiil! be res;.-bnsible for the development
and implementation of the resource mobilisation strategy of the organization in close
liaison with the Director cf Programs Manugement. re/she will oversee all the activities
of resource rnobilisation at COMFWB:Secretariat: - ‘

1.2. KEY RESPONSIBILITIES "’
ement and the overall

Under the direct supervision of the Director of programs manag
e Mobilization Officer

supervision of Chief executive Officer of COMFWB, the Resourc
will perform the following functions:
shing goad working reiationship with the international
paitners with a view to getting support and

COMESA preyrammers.
B resource mobilization strategy

(a) Mairtaining and establi
donor community and cooperating
mobilizing resources for COMFW2

(b) Oversee and implementation of the COMF

and action plan. ,

(c) Oversee all resource mobitizetion zativites ior the region and the countries to
meat the expected target;

o keep corois informed of COMFWB

(d) Prepare briefs that help managsmant {
actlivitics and any devsiopmants and racoonding (ot

compeienily;

(e) Ensure thal proper _gujdance{ oporgination, ana support are provided to
COMFWB' Chapters on résauice fidbiiizodon; T

(f) Conduct a comprehensive andlyzis of poteitial global and local donors to map

the feasibility of secunng (riU!ti-'y‘ga:i' 'a‘n_c‘_'ihenﬁaiic finding. Map donors’ strategic

heir queries promptly and
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arens of inlerog 2 Bvi
nmlum;m ang . ',UWL Aviviably, giantees, furdin i
(@) ijul)l " . | \‘; nlerestin funding kay (,.C)ﬂ/‘}\:jz': iy windows, requirements and
a ore oppoitunibies lor b VWY result areas,
frOm Omergine ey panneships (and mouilizng and leveraging resources
privale 8 m%;’s gg:‘ﬁ' Regions! banks, the BF{ICG gou:(l’nl:;c;\(:gca% rgoﬂ‘rjﬂrie:
(h) Develop objecti on-gavemmentat organizations -
BAVELD 00 || clives for funarzising, nethode, tactics, and focus
o Ao ;ncwo;. public funding, foundations; o
with key don y$ lo develop and maintain strategic parinerships and engagement
(1) Leadin prop?arrisn(gp?% ?resent #Ne ULsm)
unding requests in res ;
- ::rg;n donors and Trus| Fundsq 55 in response o calls
ow " L .
Brief lhgpccé%/dopmenls regarding regional and international cooperation and
aladans ch ! DPM and management team on how 1c enhance COMFWE's
PR o g b
orm any other duties as may be assignec

on bilateral,

for proposals emanating

from time to bme.

1.3. EDUCATION QUALIFICATIONS AND EXPERIENCE

stricted to marketing,

ture and linguistics,

(a) Bacnelor's degree in Social Sciences including but not re
other relevant

business adminisiration, managernznt, Economics, Litera
comrunication, International Affaifs/Relations  andfor 20y
discipline. L ,

(b) A Master's degree in any discipline would be a0 2::ded advantage.

(c) Eight (8) years of relevant experience in corporate fundraising, mabili
rasources and preferably worked with internationa organizations.

(d) Proven track record of generaling significant furding.

(e) Experience working with ihe privale secter and wemen entre

added advantage.

zing

preneurs will be an

4.4, PROFESSIONAL SKILLS AND COMPETENCIES

(a) Experience and expertise in ceveloping anc maintaining good relationships with
institutional donors or corporations.
(b) Ability to work in a fzst-paced environmeni and han

concurrently.
(c) Proficiency in the use of techngic
Professional, navigates social‘}.ne_diia ouilels
(d) Excelient cdmmunicé(ipp and brg?_;{iizationai skills
(e) The ability to wiork collaboratively vithi teems, fiexible dynamic
(f) Excelient problem-soiving skills and an ability to work within strict deadlines
(g) Commilted to exceller:cé 2nd mests i expected high quality standards

dle multiple tasks

gy incluging but not limited to MS Office
and the internet as a resource

[N -
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ates funder relationships and stralegic parlnerships
>

o mobilizing, managament and reporting with excellency and pun
dantly with

clually

" L
{ n-‘,()urc
minimal

0
( ,,,dupandanl, innovative and able lo work Indepen

supervision.

1.5. PROFESSIONAL SKILLS AND COMPETENC'ES

ompelencies and experence:

The candidate should also have the following Preferred C

a) Flexible and independent thinker, creative and GREAT interpersonal skills
journalism background

b) food public relations/ corporate communications of
g) bfg {0 troubleshoot and support COMFWB team wilh all technology challengés
) Ability lo work in a fast-paced environment and handle multiple 185KS

concurrently
e) Proficiency in designing IT websites and VOIP systems,
technical support in the office and linking 1o COMESA secretar
f) Excellent communication and Organization skills
g) Full computer literacy and experience in working with PC pased equipment
h) Design brochures, magazines, event announcement posters and letters

E REQUIREMENT FOR THE

n cither English or French or Arabic (speakin
e an added advantage.

| these languages will b

technology and
ot and chapters

2. WORKING LANGUAG

Applicants Must be fluent i
combination of any two or a

3. ELIGIBILITY FOR APPLICATION

of a COMESA Member
plication. Qua

t more than 55 years

country and no \
andidates aré highly

Applicants must be citizens
lified female C

of age at the time of submitting the 2p
encouraged to apply.

4. MODE OF APPLICATION
COMESA Cnordinating Ministries of the

MUST be submitted {0 the
ber States on the prescribed COMESA APPLICATION FORM which
http:/lwww.comfwb.org and

respective mem
can be accessed at the following COMFWB website:
i, Opportunities, COMESA Job Application

COMESA website: hltg://vaW.comesa.in :

Format.

Applications should contain the applicant's Curriculum Vitae, present and permanent

address, telephone and fax numbers, e-mail and details of the applicant’s motivation for

applying for the position and other information tnat the applicant considers appropriate
it shall also include details

ir_1cluding when he/she is availabie to assume duties.
(including contact addresses and telephone numbers) of at least three (3) references.

to the Secretariat will not be considered and only

All applications

Applications submitted directly
short-listed candidates will b2 cont

ot -
SCLCa.
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’

ATE FOR RECEIVING APPLICATIONS FROM COORDINATING

™
P ;,:N

4rd and soft coples of the rtivant accements of

;*SLTR,ES gY COMFWR SECRETARIAT

the short -listed candidates by

hi ka1
o ;ordmaling Ministries should reaci the address below by 7" March 2026 at leas!

3;018.00 hours Lilongwe time.

chief Executive Officer
COMFWB SECRETARIAT
OAK House 1, Third Floor
P.O. Box 1499

Lilongwe

Malawi

Email: 1masanche@comesa.int

A
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