[image: ][image: ][image: ]


Terms of Reference and Scope of Services
Date: 12/02/2026

Job title: Project Assistant
Project title: ‘Enabling the National Adaptation Plan Formulation and Implementation Process and Enhance Private Sector Engagement in Mauritius’
Contract duration: 30 months
Primary assignment location: Ministry of Environment, Solid Waste Management and Climate Change (MoESWMC) – Department of Climate Change
Reporting: Indian Ocean Commission (IOC) – Officer in charge of Environmental Sustainability and Climate 
Funding: IOC as Direct Access Entity accredited to the Green Climate Fund (GCF) 




1. Background and rationale 
Created in 1984 by the Victoria Agreement, the Indian Ocean Commission (IOC) is an intergovernmental organisation for regional cooperation comprising of Comoros, Madagascar, Mauritius, Seychelles and France on behalf of Réunion island. These islands share common challenges, isolation, small markets, environmental fragility and exposure to multi-hazards, mostly climate- related hazards. 

The IOC is the only African regional organisation composed exclusively of islands. Its mission is to strengthen bonds between the islands of the Indian Ocean region and support its member States on the path to sustainable development. IOC intervenes in areas where regional action has significant added value, such as environment, biodiversity and climate change, maritime security and safety, fisheries management, food security, public health and culture. Its actions are in line with the international frameworks such as the 2030 Agenda for Sustainable Development and the Multilateral Environmental Agreements, the UN Agenda for SIDS, the Sendai framework and the Regional Seas Convention (Nairobi Convention).  IOC advocates and promotes the specificity of island States.  Over the years, the IOC has naturally become the reference organisation for regional cooperation among the island States of the Western Indian Ocean.  

The IOC is accredited as a Direct Access Entity to the Green Climate Fund since July 2024, enabling direct access to GCF financing via the submission of funding proposals. IOC also provides support to its member States, at their request, to access and manage project funds.  




The present Call  is  for the recruitment of an individual consultant to support the Secretariat of the Indian Ocean Commission to manage the GCF funded project “Enabling the National Adaptation Plan (NAP) Formulation and Implementation Process and Enhance Private Sector Engagement in Mauritius” approved within the framework of its Readiness and Preparatory Support Programme, for a total amount of USD 1,885,105, over a 30-month period. The overall goal of this project is to:
(i) Enable Mauritius to conduct integrated science-based adaptation planning; 
(ii) More effectively implement adaptation action, including through easier access to international funding – including through GCF;
(iii) Mobilise private sector investment in adaptation measures. 
This will be achieved by filling remaining gaps in Mauritius’ existing baseline of adaptation planning efforts. The project will synthesize all existing work through a common adaptation planning framework and add missing elements to enable Mauritius to: 
1. 	Formulate a NAP covering all prioritized sectors identified in their Nationally Determined Contribution (NDC) and National Climate Change Adaptation Policy Framework, including an integrated and balanced consideration of cross-sectoral adaptation needs and the full engagement of the private sector;
2. 	Develop an inventory of prioritized adaptation actions to implement the NAP; 
3 	Identify public-private partnership opportunities for adaptation measures.

The IOC, as delivery partner and primary manager of the GCF readiness grant, will work closely with the Ministry of Finance (MoF) as the Nationally Designated Authority for Mauritius and the Ministry of Environment, Solid Waste Management and Climate Change (MoESWMCC) as the primary beneficiary. These institutions are in turn technically supported by a Project Management Unit (PMU), comprising a National Project Coordinator, a Project Assistant – whose recruitment is the object of this call for applications - and a Technical Team consisting of international and national experts.

The NAP development process will be supervised and advised by a Project Steering Committee (PSC) and a Project Technical Committee (PTC) – assisted by sectoral Technical Working Groups (TWGs) as needed - which will be actively engaged in supporting the project’s execution. Finally, the project will be reporting to the permanent national Climate Change Committee (CCC) to assure free flow of information and coordination with all other ongoing climate change activities in Mauritius.

2. Job description
2.1 General objective and mission
The Project Assistant supports the National Project Coordinator within the Project Management Unit (PMU) in ensuring that the NAP project runs smoothly and effectively achieves its objectives. In close collaboration with the IOC General Secretariat and the Department of Climate Change at MoESWMCC, he/she, more specifically handles administrative and financial tasks for the project, facilitates communication, manages data and provides logistical and research assistance.


2.2 Duties and responsibilities 
The Project Assistant will have the following responsibilities:
Finance
· Monitoring project expenditure: keeping close track of commitments and
disbursements made;
· Preparing and drawing up payment requests, in close collaboration with the relevant IOC departments, ensuring timely processing in the reporting system;
· Coordinating the preparation and drafting of financial statements and reports, in accordance with the expected format, as required by IOC;
· Ensuring compliance with the project's accounting and financial standards and IOC Finance and Budget Manual;
· Coordinating and supervising any internal and external audit missions for the project, ensuring readiness and full transparency;
· Maintaining fixed asset register and inventory, if applicable;
Administration
· Managing contracts for national and international consultants recruited within the PMU (financial reports, attendance records, leave, visas, etc.);
· Organising PMU members' missions in Mauritius’ main and outer islands, in close collaboration with MoESWMCC and the Prime Minister’s Office, and after approval by the IOC (booking of air tickets, hotels, transportation, per diems, etc.);
· Drafting administrative correspondence for project counterparts (ministries, partners, donors, etc.) as required;
· Providing assistance to procurement processes as needed;
· Maintaining project documentation, including meeting minutes, progress reports, and other relevant records;
Logistics
· Assisting the National Project Coordinator in the organisation of the in-person or virtual meetings and workshops planned in the project pipeline (room booking, catering, Internet connection, stationery, etc.) in Mauritius’ main and outer islands, in close collaboration with MoESWMCC and the Prime Minister’s Office;
· Ensuring the logistics of field missions and travel arrangements;
Communication and M&E
· Providing the necessary information related to administration/finance of the project for capitalisation in terms of communication, visibility as well as for project monitoring and evaluation;
· Assisting the National Project Coordinator in the dissemination of the project materials for awareness and outreach activities;
· Assisting the National Project Coordinator in collecting and compiling all data, information, views and comments obtained from stakeholders for onward transmission to the Technical Team, in close collaboration with the Department of Climate Change within MoESWMCC;

Research 
· Assisting, as needed, other members of the PMU as well as government institutions and stakeholders in accessing relevant documentation and information (e.g. national and sectoral strategies and frameworks on adaptation).



3. Reporting lines
The Project Assistant works under the day-to-day authority of the National Project Coordinator, with direct supervision by the Officer in charge of Environmental Sustainability and Climate at the IOC General Secretariat, in close collaboration with the Department of Climate Change at the MoESWMCC, where he/she is physically based.
The Project Assistant will comply with IOC management and fiduciary rules and is due to submit:
· Monthly time sheets
· Annual workplans broken down into quarterly workplans
· Bi-annual progress reports (both narrative and financial)
· A final report upon completion of the project (both narrative and financial)
These documents will have to be submitted in English for MoESWMCC, with an executive summary in French for the IOC. 

4. Required expertise and qualifications
4.1 Education
· University degree in climate change and or project management or related topic;
· Candidates with other relevant qualifications such as degrees in accounting, procurement or similar can also be considered in the presence of relevant work experience.

4.2 Experience 
· At least 2 years of experience in managing or supporting externally-funded project activities (experience in dealing with IOC’s procedures and/or GCF-funded projects is a plus);
· Experience from adaptation projects or adaptation planning, preferably in a Mauritian context;
· Solid experience and knowledge in budget monitoring and bookkeeping;
· Proven experience in procurement processes;
· Good knowledge of project monitoring and evaluation.

4.3 Skills
· Good planning, organisational, writing, listening and communication skills;
· Experience in working with partners from different backgrounds;
· Good team player while being able to work independently and to be proactive;
· Capacity to work under demanding professional circumstances and ability to meet deadlines.


4.3 Language and IT requirements
· Written and spoken proficiency in English and French is required. Knowledge of Mauritian Creole a plus;
· Proficiency in IT basic tools (Microsoft Pack Office).
· Knowledge of an accounting software is an advantage 


5. Guidance to applicants
5.1 Eligibility
Only nationals of Mauritius can apply to this position.
5.2 Duration and expected start date
The Project Assistant will be employed under a full-time consultancy contract for the duration of the project (30 months), with a probationary period of 6 months, starting tentatively on 1st April 2026. He/she should be exclusively dedicated to this assignment.
He/she will be subject to the internal rules and procedures of MoESWMCC, notably with regards to working hours. 
5.4 Application dossier
Each application must include:
• A cover letter from the candidate outlining the interest for the assignment;
• A signed curriculum vitae (CV) following the template attached to this call for applications; 
• Copies of certificates and diplomas as well as demonstrated proof of experience and satisfactory completion of listed deliverables (certificates of service rendered, recommendations, etc.);
• A copy of the candidate's passport or identity card.
Selection will take place as follows:
• A pre-selection phase based on the application dossiers, carried out by the IOC General Secretariat, together with representative(s) of the Department of Climate change at MoESWMCC;
• A selection phase for shortlisted candidates: virtual interview or face-to-face interview;
• Approval of the selection results by the competent authorities;
• Notification to the successful candidate.
5.5 Application process
Expressions of interest must be submitted in a sealed envelope to the address below or sent to the following email addresses no later than 9 March 2026 at 4:00 p.m. (Mauritius time) with the subject line "Recruitment of the Project Assistant – NAP Mauritius – COI…." 
Address
General Secretariat of the Indian Ocean Commission 
Blue Tower, 3rd Floor
Institute Road
Ébène, Mauritius 
Tel: (230) 402 6100 

Emails
smc@coi-ioc.org copy to gina.bonne@coi-ioc.org 
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