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Job Title 
 

Head of Capacity Development and Coordination 
 
2. Summary 
 
The Head of Capacity Development Coordination will focus on developing sustainable 
capacities within the Office of the Prime Minister and coordinating these developments 
with various departments. This will involve the institutional (enabling environment) level, 
the organizational level and the individual level and will require working with 
counterparts to facilitate their performance, learning and development. 

Objectives of the Job 

• To clearly communicate capacity development strategies with other departments; 
• To coordinate with any other Capacity Development advisors in other ministries 

and government bodies; and, 
• To assist in the development of a long-term capacity development program. 

3. Duties 
 

The duties and responsibilities of the Head of Capacity Development Coordination are 
to be: 

1. Prepare a Capacity Development Plan for the Office of the Prime Minister based 
upon an organizational assessment; 

2. Support departments in re-organization, reform and change management; 
3. Coordinate capacity development efforts and initiatives across government and 

ensure that they are integrated, coherent and result-oriented; 
4. To assist in the development of a long-term capacity development program; 
5. Support enhancing the performance of injected staff into the Office of the Prime 

Minister with coaching and mentoring support; 
6. Coordinating and communicating developments in the capacity development 

program with all relevant bodies; 
7. Provide on the job training using “coaching and mentoring” to develop individual 

capacity of the senior management to meet organization goals; 
8. Organize and oversee the implementation of periodic training/capacity building, 

built from participatory consultation with government and in line with the 
priorities identified by Office of the Prime Minister; 



9. Ensure the inclusion and consistency of capacity development plans in the 
government program, national plans and other externally funded programs; 

10. In liaison with the MoLSA and the IPAM-PSU, identify and organize collaborative 
partnership with selected national trainers or capacity development experts, 
including in-country professionals and trainers of national and regional high 
performance centers to meet the demand for trainings; 

11. Facilitate the network of country-level experts on training and skill transfer, in 
consultation with other experts working in civil service reform and organizational 
development; 

12. Ensure coherence and synergies of on-going capacity development programs 
with the overall government capacity development strategy in terms of capacity 
building and funding; 

13. Ensure the sharing of experiences with other capacity development coordinators 
and disseminating good practices; 

14. Analyze/assess capacity development needs and support the development of 
training plans and the formulation of national capacity building strategies 
including outsourcing capabilities training to universities and excellence centers 
at national and local levels leading to the scaling up of skill sets for government 
civil servant and senior leadership; and, 

15. To work closely with the Head of Policy and Research to ensure that all capacity 
development programs are undertaken in line with the broader policy strategy. 

Deliverables 

1. A Work Plan for the assignment. 
2. A Capacity Development Plan inclusive of a Capacity Assessment report; 
3. Identified policy documents, manuals, procedures, guidelines and other 

knowledge products; 
4. Quarterly progress report on coaching and mentoring status of staff at OPM; and, 
5. Quarterly progress report on Training, Skills transfer and Capacity Development. 

 
4. Key Qualifications 
 
Education 

  
Bachelor Degree in Public Administration, Business Administration or relevant field 

  
Experience 

4 years of experience in public and private sector organization 

  
5. Requirements 
 



The incumbent must demonstrate the following skills: 

1. Well-established track record in capacity development work, including leading 
and nurturing capacity development programs; and 

2. Knowledge of government systems and administrative procedures. 

Competency Requirements 

  
Core Competencies: 

1. Deep understanding and substantive knowledge and experience on the issue of 
state capacity and capacity development; 

2. Strong research, analytical and writing skills in English/Somali; 
3. Ability to be flexible and respond to changes to text as part of the review and 

feedback process; and 
4. Strong interpersonal skills and the ability to communicate and work well with 

diverse people at government Offices. 

Management and Leadership: 

1. Builds strong relationships with government counterparts, focuses on impact and 
result for the key stakeholders in government and responds positively to 
feedback; 

2. Demonstrates openness to change and ability to manage complexities; 
3. Demonstrates strong oral and written communication skills; 
4. Remains calm, in control and good humored even under pressure; and, 
5. Proven networking, team building, organizational and communication skills. 
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