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Department: Project Development


Position: Project Development Officer
Base: Dushanbe
Start Date: ASAP
Background on ACTED:

ACTED is committed to the promotion of a 3Zero world of Zero Exclusion, Zero Carbon, and Zero Poverty. ACTED has been active in Central Asia since 1996, helping to address the region’s main development challenges and fostering opportunities for sustainable and inclusive development, especially in rural and remote communities. This includes a special focus on civil society development and transparent and effective governance.

	Assignment

The Project Development Officer (PDO), based in Dushanbe, contributes to the development of project proposals in line with Acted’s global and in-country programme strategy, and ensures proper grant management, including timely reporting of project achievements to donors. The PDO facilitates internal communication and coordination with relevant departments. The PDO reports directly to the Regional Project Development Manager (PDM) and the Country Director in Tajikistan. 



	Chain of Command 

Under the authority of:
· PDM

· Country Director

Responsible for:

· Project Development Intern (PDI) (if any)

· Project Development Assistant (PDA) (if any)
	Working Relations

Internal Relations:

· HQ Paris (Grant Management Unit, Finance, Programme, Audit, Communication)

· Monitoring, Evaluation, Accountability and Learning Unit (MEAL)

· Area Coordinators

· Project Managers and Project Officers

· Country Finance Officer

· Country Logistics Officer

· Compliance/Transparency Officer

· Project Development Team regionally

External Relations:

· Donors

· National and local authorities

· National and international partners including working groups and coordination bodies

· National and international media




challenges so that GMU can best advice on the way forward.

	3.3. Filing
a) File properly contractual project documents both in hard and soft copies;

b) Update regularly the Resource Centre at the office with appropriate and relevant

external and internal resources.

4. External Communication

a) Contribute to Acted external communication strategy by feeding regularly Acted HQ

Communication Department with informal updates on projects, flash news, pictures,

articles on projects progress and/or specific events for Acted communication tools,

including, but not limited to, Acted Newsletter, websites and Acted Annual Report;

b) Ensure the update and design of in country communication and visibility tools and

publications, their dissemination and availability to Acted teams, as well as the

capitalization of media and pictures of the mission;


Submission of application:

Interested candidates should send their resumes and cover letters to the following email address tajikistan.jobs@acted.org  with “Project Development Officer” in the subject line and submit ASAP the following items (in English):

•
Cover Letter expressing your interest, specifying the position applying (word document)

•
A Curriculum Vitae (Not more than 2 pages) – mobile and email address included (word document).

Deadline: August 1, 2025
ACTED is an Equal Opportunity Employer.
Acted has a zero-tolerance approach to sexual exploitation, abuse and harassment (SEAH) and
strives to recruit those who share our values.
All candidates will be subject to a pre-employment check that includes satisfactory references,
screening, and criminal checks in line with legal requirements.
All candidates who have been offered a position will sign and respect Acted’s Code of Conduct
and related policies as part of their work contract. All staff are expected to abide by the
standards of behavior outlined in those documents.
Managers will have a special responsibility to foster a safe environment.
Misconduct can lead to serious disciplinary sanctions.
TOR / VACANCY ANNOUNCEMENT
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