
Position: Program Assistant 

Location: Monrovia, Liberia 

Closing Date: April 3, 2020 

Company: The Carter Center 

 

About The Carter Center 

 

A not-for-profit, nongovernmental organization, The Carter Center has helped to improve life for 

people in over 80 countries by resolving conflicts; advancing democracy, human rights, and 

economic opportunity; preventing diseases; and improving mental health care. The Carter Center 

was founded in 1982 by former U.S. President Jimmy Carter and former First Lady Rosalynn 

Carter, in partnership with Emory University, to advance peace and health worldwide. 

 

Rule of Law Program Goal and Objectives 

 

A critical element of Liberia’s long-term reconstruction following its devastating 14-year civil 

war has been to re-establish the rule of law and rebuild trust in government. The Center’s Rule of 

Law Program works to advance good governance and trust to transform lives through 

enhanced accountability, transparency, and inclusive access to information and justice. To 

achieve this goal, the Center works to strengthen community-justice mechanisms through 

training local leaders on dispute resolution and inclusive governance; ensuring that community 

concerns are both addressed and incorporated into national policy; and helping to equip 

historically marginalized, rural citizens with the knowledge and tools to protect their rights, 

peacefully manage their communities, and better engage with government. Additionally, the 

Center is helping the Liberian National Police (LNP) advance accountability and transparency 

mechanisms to increase public confidence and trust through the development and 

implementation of new complaints and commendations mechanisms and supporting key 

stakeholders to ensure that relevant and essential information – whether related to economic 

empowerment, police accountability mechanisms, or access to justice – makes its way to women. 

 

Job Description for Liberia Rule of Law Program Assistant 

 

The Liberia Rule of Law Program Assistant will support The Carter in its efforts to promote and 

advance women’s right of access to information through the provision of programmatic and 

administrative assistance. Activities of the Project Assistant will include coordinating logistics 

for and participating in various meetings and events; developing materials including 

photocopying, delivering letters and follow up on feedback; assisting with project 

implementation and monitoring; and preparing travel requests, schedules, and budgets for expert 

consultant(s) and Carter Center staff visits. The Project Assistant will work full time with some 

evenings and weekends as needed. 

 

Primary Responsibilities 

 

A. Offer programmatic and logistical support services to the Carter Center’s Women and 

Access to Information (ATI) project and other Rule of Law projects in Liberia. 

B. Maintain regular office hours and administrative duties, including but not limited to: 



i. Assist the Program Lead, Senior Program Officers, Compliance Manager, and 

Financial Officer with photocopying, scanning, and typing. 

ii. Create and maintain physical an electronic filing system of office documents. 

iii. Assist in capturing and maintaining databases of contacts and activities. 

 

C. Assist in the development, coordination, implementation, and monitoring of 

programming related to advancing the right of access to information for women in 

Liberia, including but not limited to: 

 

i. Help organize logistics for Women and ATI and other projects’ events, 

workshops, trips, accommodations, transportation, meetings, awareness raising 

events, training, and other arrangements for the Carter Center staff, delegations, 

and workshop participants, including setting and confirming appointment agendas 

and meetings; 

ii. Participate in and/or help facilitate meetings, awareness raising events, and 

trainings, taking notes and preparing meeting reports as required; 

iii. Assist in liaising with relevant stakeholders and partners, as requested; 

iv. Undertake domestic travel to counties as related to Women and ATI and other 

projects’ project work, as requested; 

D. Participate in meetings, awareness raising events, and trainings, taking notes and 

preparing and distributing meeting reports, as required 

i.  

ii. Assist with project data collection and database maintenance. 

 

E. Assist in drafting and distributing reports, memoranda, correspondence, project 

publications, briefing materials, and other documents related to Women and ATI and 

other ROL projects, as requested. 

 

F. Perform other tasks as assigned. 

 

Required Skills and Qualifications 

 

• A first degree in any Social Science discipline or related field in Development studies 

with at least three (3) years of professional experience or knowledge in program/project 

implementation. 

• A broad understanding of women’s rights, gender and other marginalized populations, 

accountability, and transparency issues.  

• Proven planning and organizational skills. 

• Strong conceptual/analytical skills, with the ability to think strategically and rapidly 

analyze and integrate diverse information from varied sources into conclusions and 

recommendations. 

• Excellent oral and writing skills. 

• Computer literacy. 

 

To Apply: Please submit a one-page cover letter, resume, and three (3) references with full 

contact information to ruleoflawliberia@cartercenter.org by 5:00pm on Friday, April 3, 2020. 

mailto:ruleoflawliberia@cartercenter.org

