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MFMC CAPITAL

Advertisement Number: MFMC/1/2022/13

Description of Services

Project Executive

BACKGROUND

Project Executive will assist in implementing the overall framework, monitor all project

activities, expenditures, and progress towards achieving project outputs and provide

administrative support to the various project activities carried out by the MFMC Group

SCOPE OF SERVICES

Project Executive will report to the Head of Projects and will carry out the following tasks.

Assist Head of Projects to carry out project activities to ensure the timely delivery of
services to the Project

Provide high quality overall support in implementing various project activities carried
out by the Corporation.

Coordinate with stakeholders (Government, NGOs, Private Sector MSMEs etc.) to
ensure project activities are carried out smoothly.

Assist in verifying and evaluating relevant data and providing timely updates on
project progress.

Organize and coordinate stakeholder meetings and training sessions to share required
information and ensure proper documentation such as meeting minutes.

Keep abreast of developments in project changes and progress to offer technical
support in preparing technical and administrative documents required for
implementation of project activities.

Support the team in project monitoring and evaluation requirements, including
preparation of progress reports to donors in a timely fashion.

Assist in coordinating all public awareness campaigns under the project including
press releases.

Liaise with relevant departments to ensure timely and coordinated implementation of
Projects tasks.

Organize and take part in field visits to the project sites as and when necessary.
Perform other related duties as and when assigned by the company

REQUIRED QUALIFICATION AND EXPERIENCE

The applicant should possess following educational background and experience.

Degree in Business, Administration or Similar

Relevant working experience in project management, and/or implementation of
development projects or related work for a donor organization or NGO will be added
advantage

Certification in project management is preferable



e Excellent teamwork skills

e Strong communication, interpersonal skills

e Strong analytical and critical thinking skills

e Attention to detail and organization skills

e Advanced decision-making and problem-solving skills
e Good working knowledge of Microsoft Office

e Ability to organize, plan, and strategize.

e Excellent written and verbal communication.

e Ability to keep sensitive information confidential

e Fluency in both oral and written English and Dhivehi.

Salary: Competitive Salary (MVR 13,000 to 18,000)

Interested Candidates, please complete the Online Job Application Form and upload CV along
with relevant documents via link; https://form.jotform.com/213531409438454
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