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Ref: CS/HR/12.01.2026/JM					           Date: 2nd February 2026 


VACANCY ANNOUNCEMENT UNDER COMESA SECRETARIAT REGULAR ESTABLISHMENT  


1. INTRODUCTION AND BACKGROUND

The Common Market for Eastern and Southern Africa (COMESA) is a regional economic community of 21 African States which have agreed to promote regional integration through trade development, investment promotion and transport facilitation. More information can be obtained from the COMESA website www.comesa.int.

Applications are invited from suitably qualified citizens of COMESA Member States residing in Zambia to fill the following vacant positions in the Regular Establishment of COMESA Secretariat:

	[bookmark: _Hlk129298361]S/N
	NAME OF VACANT POST
	GRADE
	NO. OF POSTS


	1
	Senior Legal Assistant
	GS 9
	1

	2
	Public Relations Assistant
	GS 9
	1

	3
	Senior Information and Communication Technology Maintenance Assistant
	GS 9
	1

	4
	Senior Finance Assistant
	GS 9
	1

	5
	Senior Administrative Assistant 
	GS9
	1

	6
	Senior Documentation Assistant 
	GS9
	1

	7
	Administrative Assistant 
	GS8
	1








2. [bookmark: _Hlk191971929]JOB DESCRIPTION ONE (1) : SENIOR LEGAL ASSISTANT


Job Title       :         Senior Legal Assistant 

Grade		:	General Services, Level 9 (GS9)

Salary scale	:	COM$ 12,549.03 - COM$ 18,203.12 per annum 

Division	:           Legal and Corporate Affairs  

Duty Station :           Lusaka

REPORTING TO :     Legal Affairs Officer 

A. JOB PURPOSE
To support the Legal Affairs Officer in the provision of legal advisory services to the organs of the Common Market, Member States, Institutions and specialized Agencies of COMESA, the office of COMESA Secretary General and the COMESA Secretariat

B. MAIN DUTIES AND ACCOUNTABILITIES
Under the overall supervision of the Director of the Legal and Corporate Affairs Division and direct supervision of the Legal Affairs Officer, the incumbent of the post will perform the following duties:

i) Conduct background research, drafting of legal papers including pleadings for litigation, arbitration and Alternate Dispute Resolution (ADR);
ii) Assist in supporting the Office of Legal Counsel in litigation, arbitration and ADR before the COMESA Court of Justice and other Tribunals;

iii) Generate initial drafts of legal opinions as assigned from time to time;

iv) Collect, collate all legal instruments from all divisions, coordinate and manage the legal depository and assist in the development of an online legal depository;

v) Prepare initials drafts and papers for publication on the COMESA official website;

vi) Provide administrative and technical support to statutory meetings of the Legal Division and COMESA Policy Organs;

vii) Provide support with the implementation of programmes managed by the Legal and Corporate Affairs Division;

viii)  Develop initial drafts of project proposals on funding gaps under programmes managed by the Division; 

ix) Assist the Implementation of the COMESA Migration and Intellectual Property Rights Programs;

x) Drafting of legislative instruments of COMESA under the authority of article 10 of the COMESA Treaty; and

xi) Perform other job-related duties as assigned by the supervisor from time to time. 

C. MINIMUM ACADEMIC AND PROFESSIONAL QUALIFICATIONS

      A minimum of a Bachelor of Laws (LLB) degree.   


D. PROFESSIONAL EXPERIENCE

Minimum of three (3) years post qualification working experience in a similar position with a reputable  law firm.

E. PROFESSIONAL CERTIFICATIONS/QUALIFICATIONS:
Post graduate qualification in Legal Drafting, or Certification in Policy Analysis, or Trade Law would be an added advantage



3. [bookmark: _Hlk191969554]JOB DESCRIPTION TWO (2) : PUBLIC RELATIONS ASSISTANT

Job Title       :         Public Relations Assistant 

Grade		:	General Services, Level 9 (GS9)

Salary scale	:	COM$ 12,549.03 - COM$ 18,203.12 per annum 

Division	:           Public Relations and Communication   


Duty Station :           Lusaka


REPORTING TO :  Head of Public Relations and Communication


A. JOB PURPOSE
To provide support services in the implementation of the COMESA Communications Strategy to increase public awareness and understanding of the COMESA integration agenda through sharing information, publicity activities, branding and maintaining a good corporate image.

B. MAIN DUTIES AND ACCOUNTABILITIES
Under the direct supervision of the Head of Public Relations and Communication, the incumbent of the post will perform the following duties:

i) Coordinate media relations - ensure publicity for COMESA through media coverage of various events, activities and programmes;

ii) Plan and coordinate media interviews for the Executive Management, programme experts and other stakeholders on COMESA programs;

iii) Generate and coordinate production and dissemination of all video content and photography on COMESA activities for news and documentaries;

iv) Develop content for COMESA news publications and online platforms (website, X, Facebook, LinkedIn, Instagram);

v) Manage COMESA YouTube channel (ensuring regular updating);

vi) Prepare scripts and recordings for video/ film productions; 

vii) Engage stakeholders through corporate social responsibility initiatives and information sharing (presentations and study visits for learning institutions) and participating in Trade Fairs/Expos;

viii) Receive and channel Press and Public queries to the relevant officers and make follow-up responses;

ix)  Manage COMESA broadcast equipment (cameras and related accessories);
x) Assist with drafting the annual work program for the Unit; and

xi) Perform any other related duties assigned by the supervisor from time to time.

C. MINIMUM ACADEMIC AND PROFESSIONAL QUALIFICATIONS

A minimum of a Bachelor’s degree in Media Production, Journalism, Mass Communications or related field.. 

D. PROFESSIONAL EXPERIENCE

Minimum three (3) years post qualification experience in a similar position in Public or Private Sector or International organization

E. SPECIALIZED KNOWLEDGE:
i. Proficient in Microsoft Office applications 
ii. Proficiency photography and video editing skills (Adobe Suites, Animations, Final Cut Pro) or related professional editing software.
iii. Social media management skills (designing content/ editing/uploading etc)
iv. Script writing 
v. Knowledge of print design is an added advantage. 

4. [bookmark: _Hlk214956410]JOB DESCRIPTION THREE (3) : SENIOR INFORMATION AND COMMUNICATION TECHNOLOGY MAINTENANCE ASSISTANT

Job Title       :         Senior Information and Communication Technology Maintenance Assistant 

Grade		:	General Services, Level 9 (GS9)

Salary scale	:	COM$ 12,549.03 - COM$ 18,203.12 per annum 

Division	:           Information and Communication Technology 

Duty Station :           Lusaka

REPORTING TO :    Information Systems Analyst – LAN



A. JOB PURPOSE
To schedule a maintenance cycle for computing equipment, manging computer replacement cycle and providing support to ensure effective utilization of the organization computer equipment; 

To carry out research and development activities and recommend innovative idea that would improve on maintenance and support of the Secretariat computing equipment.  
 
B. MAIN DUTIES AND ACCOUNTABILITIES
Under the direct supervision of the Systems Analyst LAN and the overall supervision of the Director of Information and Communication Technology, the incumbent of the post will perform the following duties:

i) Manage the maintenance of computers, monitors, keyboards, printers and other ICT equipment in the Secretariat to ensure they are functional;

ii) Ensure that computer have the latest system and antivirus updates;

iii) Install and configure new computer equipment, computer hardware, operating systems and applications upgrades; 

iv) Support paperless meetings and teleconferencing and video conferencing facilities, sets up online or virtual meetings using apps like Zoom, Teams, etc. for the Secretariat;

v) Diagnose and fixe hardware/software faults and solves technical problems, either over the phone or face to face; 

vi) Improve WAN and LAN Connectivity by cleaning up redundant network topologies and configurations;

vii) Upgrade computer software and ensure that all computer in the Secretariat are running with the latest software; 

viii) Remove malicious software and viruses from the network by setting up and configuring content filtering and enterprise anti-virus solution;

ix) Assist the IT support staff in resolving user client problems using the installed ticketing system and remote access tools and provide regular feedback;

x) Connects new computer equipment such as desktops, laptops, scanners, printers, as well as testing and fixing faulty equipment;

xi) Harmonize computer name setting in accordance with COMESA network naming conversation and analyse current procedures and practices used by user support team;

xii) Conduct rationalization of machines in the Secretariat to ensure equitable distribution of IT resources and implement a web-based help desk system to record and maintain IT support calls;

xiii)  Screen calls on the IT Support line and respond, review and resolve IT helpdesk requests, to ensure weekend system monitoring and support;

xiv) Sets up new users' accounts and profiles, deals with password issues and works with users to identify computer problems, advises on the solution and conducts electrical safety, checks on computer equipment and replaces them or parts as required; 

xv) Inspect, monitor and fine tune all network and communication infrastructure to ensure they are in good condition (Switches, routers, firewall, proxy servers, IP phones VSAT and video conferencing); and

xvi) Perform other job-related duties as assigned by the supervisor from time to time. 

C. MINIMUM ACADEMIC AND PROFESSIONAL QUALIFICATIONS


i) A Bachelor’s degree in Information Systems and Programming 
ii) Professional Certificate in Information Technology, CCNA Cybersecurity Operations is desirable.

D. PROFESSIONAL EXPERIENCE

Minimum three (3) years post qualification experience in a similar position in Public or Private Sector or International organization

E. COMPETENCES AND SKILLS:
Specialised Knowledge in computer repair, computer networks and cybersecurity.

5. JOB DESCRIPTION FOUR (4) : SENIOR FINANCE ASSISTANT

Job Title       :          Senior Finance Assistant 

Grade		:	General Services, Level 9 (GS9)

Salary scale	:	COM$ 12,549.03 - COM$ 18,203.12 per annum 

Division	:           Budget and Finance 

Duty Station :          Lusaka

REPORTING TO :    Finance Officer

A. JOB PURPOSE
To manage payroll processes and procedures, to ensure COMESA Secretariat monthly payroll is processed, disbursed and reported within the established controls and deadlines; and audit procedures are in place and adhered to.  
 
B. MAIN DUTIES AND ACCOUNTABILITIES
Under the direct supervision of Finance Officer and the overall supervision of the Director of Budget and Finance, the incumbent of the post will perform the following duties:

i) Processes staff salaries to ensure all pay elements are verified and approved before transfer to staff bank accounts by due date;

ii) Updates payroll related General Ledger Accounts    and accounts preparation in line with COMESA rules and regulations and deadlines;

iii) Updates the General Ledger in order to maintain accounting information on Payroll receivables and Payables; 

iv) Processes Advance, Loan requests in order to  determine applicants’ eligibility prior to disbursement to eligible staff;

v) Reconciles all staff payables ledger balances by due date in order to harmonize staff payables balances and follow up on any outstanding balances; 

vi) Reconciles the provident control account for COMESA Staff and its institutions to remove all staff leavers and add new staff;

vii) Compiles employer and employee contributions schedules by due date to ensure that staff pension fund information is accurate before payment to Pension Fund Manage; 

viii)  Compiles Monthly Movement Analysis and Net    pay reports to provide management information for decision made;

ix) Reconciles Payroll Bank Account and the Payroll General Ledger Account to ensure that accounting transactions for payroll are complete and accurate;

x) Reviews of payroll-related queries and requests from employees to resolve and communicate appropriate information to concerned employees;

xi) Collaborates with compliance, Internal and External auditors to ensure that compliance, auditors are provided with payroll-related reports required to complete audits within deadline;

xii) Ensure accounts and payments are processed in compliance with the financial rules and procedures;

xiii)  Compiles quarterly cash flow projections for payroll costs and payables to present a breakdown of expected funds and expenditure commitments for the quarte;

xiv) Appraises staff performance in the section to ensure achievement of section objectives and supports Division Strategy; and

xv) Perform other job-related duties as assigned by the supervisor from time to time. 

C. MINIMUM ACADEMIC AND PROFESSIONAL QUALIFICATIONS

i) Bachelor’s degree in accounting or finance 

ii) Minimum level 2 of ACCA or CIMA or CPA or an International Accounting Professional Body. 


D. [bookmark: _Hlk214957099]PROFESSIONAL EXPERIENCE

Minimum three (3) years’ post qualification experience in a similar position in Public or Private Sector or International organization with a strong working knowledge of payroll management. 

E. SPECIALISED SKILL

Knowledge in IAS, IFRS, IPSAS. Proficient in the use of computers and accounting/ payroll software relevant to the job e.g., Sun Systems, payroll system, SAP or any ERP

6. JOB DESCRIPTION FIVE (5): SENIOR ADMINISTRATIVE ASSISTANT

Job Title       :          Senior Administrative Assistant 

Grade		:	General Services, Level 9 (GS9)

Salary scale	:	COM$ 12,549.03 - COM$ 18,203.12 per annum 

Division	:           Office of the Secretary General  

Duty Station:          Lusaka

REPORTING TO:    Director of Human Resource and Administration


A. JOB PURPOSE
To efficiently assist and maximize the effectiveness of Executive Management by providing administrative and secretarial support to carry out their mandate in the Secretariat and COMESA Region. 


B. MAIN DUTIES AND ACCOUNTABILITIES

Under the general supervision of the Secretary General, the Senior Administrative Assistant shall:  -
(a) Run the day-to-day administration of the Secretary General’s Office by:  

(i) Screening all incoming and outgoing mail and determining those which require the Assistant Secretary General;

(ii) Replying to routine correspondence
(iii) Classifying incoming correspondence and flagging those which require immediate attention
(iv) Discussing with the Secretary General daily assignments

(v) Supervising the support staff in the office

(vi) Ensuring the safekeeping of confidential matters; and

(vii) Taking diction, transcribing and typing correspondence.

(b) Perform the functions of a personal assistant to the Secretary General by:

(i) Handling personal mail

(ii) Scheduling personal and official appointments

(iii) Arranging travel (such as visas) for the Secretary General and her family

(iv) Facilitating banking arrangements and transactions

(v) Replying to some personal correspondence as directed

(vi) Arranging receptions and hospitality; and

(vii) Keeping constant contact with him/her on mission or leave

(c) Follow-up on the implementation of the instructions of the Secretary General by:

(i) Clearly communicating the instructions to the office or division concerned

(ii) Communicating/setting deadlines

(iii) Checking stages of implementation

(iv) Discussing problems with the concerned chief(s) of division(s); and

(v) Briefing him/her and reporting on any problems


(d) Provide conducive environment by:  

(i) Ensuring that the surroundings are clean, comfortable and properly decorated

(ii) Arranging for the proper and constant supply of stationery, equipment and furniture

(iii) Maintaining a friendly atmosphere through personal diplomacy and enlightened management of support staff

(iv)  Seeing to it that there is proper lighting, space, circulation of fresh air etc; and

(v) Controlling noise of equipment and other disturbing source in order to ensure clam and serenity.	

(e) Carry out any other functions as may be directed by the Secretary General from time to time.	

C. MINIMUM ACADEMIC AND PROFESSIONAL QUALIFICATIONS

(i) Controlling noise of equipment and other disturbing source in order to ensure clam and serenity.	
(ii) Bachelor’s Degree in Administration/Commerce/Business Studies/ Human Resource or any management related field from a reputable institution

(iii) Professional Diploma in Secretarial/Short-Hand of Office Management is Desirable. 

D. PROFESSIONAL EXPERIENCE

Minimum three (3) years’ post qualification experience in a similar position in Public or Private Sector or International organization with a strong working knowledge of Secretarial duties. 

E. SPECIALISED SKILL

Computer literate (MS Office suite), Excellent written and verbal communication skills, High degree of time management capabilities and multitasking skills. Knowledge of travel logistics, report writing skills. 

7. JOB DESCRIPTION SIX (6): SENIOR DOCUMENTATION ASSISTANT

Job Title       :          Senior Documentation Assistant 

Grade		:	General Services, Level 9 (GS9)

Salary scale	:	COM$ 12,549.03 - COM$ 18,203.12 per annum 


Division	:           Human Resource and Administration  

Duty Station:          Lusaka


REPORTING TO:    Chief of Conference Services

A. JOB PURPOSE
To organize, manage and distribute documents in an effective and efficient manner for meetings, workshops and conferences as per stated guidelines and procedures. 

B. MAIN DUTIES AND ACCOUNTABILITIES
Under the direct supervision of the Chief of Conference Services and the overall supervision of the Director of Human Resource and Administration, the incumbent of the post will perform the following duties:

(a) Print Documents by: 

(i) (Making paper plates using an original document; 
(ii)  	Putting paper plate on the machine; 
(iii) 	 	Checking if the copy being produced is to specifications; 
	
(b) Collate documents by: 

(i) Arranging the pages in sequence; 
(ii) Collating the pages into documents; 
(iii) 	Sending for binding as one complete document. 
	
(c) Bind books by: 

(i) Stapling the various pages of the document together; 
(i) a spiral binding machine; and 
(ii) using a velo binding machine and some plastic strips for binding the document. 




(d) Distribute documents by: 

(i) sending internal documents to the organizational units of the staff members concerned; and 
(ii) sending other documents to conference typing pool for onward transmission to member States. 

(e) Classify documents by allocating documents codes as to the division of origin, subject, inserting date and the year. 

(f) Shred documents by: 

(ii) discussing with divisions the continued utility of documents; 
(iii) 	determining whether enough copies are available for reference; 
(iv) 	putting the documents into the shredding machine; and
(g) Store documents by: 

(i) ensuring that space is available; 
(ii) ensuring that the physical condition of the store is conducive to preserving documents over a reasonably long period; 
(iii) discarding documents no longer needed in order to make room for new documents; 

(iv) maintaining a proper record of the documents which show their 
place in the store for easy retrieval.

(h) Perform any other duties that may be assigned to you by your supervisor or any other senior staff from time to time. 

C. MINIMUM ACADEMIC AND PROFESSIONAL QUALIFICATIONS

Bachelor’s degree in Publications/Records Management or Library Studies 

D. PROFESSIONAL EXPERIENCE

Minimum three (3) years’ post qualification experience in a similar position in Public or Private Sector or International organization with a strong working knowledge of Documentation.  

E. SPECIALISED SKILL

i. Good knowledge of computer applications like Desktop Publishing 
ii. Electronic Record Management 
iii. Printing and understanding how documents are presented in meetings and Workshops 
8. JOB DESCRIPTION SEVEN (7): ADMINISTRATIVE ASSISTANT

Job Title       :         Administrative Assistant 

Grade		:	General Services, Level 8 (GS8)

Salary scale	:	COM$10, 207.86 - COM$14, 979.51 per annum 

Division	:         Information and Communication Technology

Duty Station :           Lusaka

REPORTING TO :    Director of Information and Communication Technology 


A. JOB PURPOSE
To provide secretarial and administrative support to Directors in order to ensure efficient and effective operations of the Division. 

B. MAIN DUTIES AND ACCOUNTABILITIES
Under the direct supervision of the Director of the Division and overall supervision of the Director of Human Resources and Administration, you will provide the following secretarial services:-

(i) Assist the Director of Division in the day-to-day Administration of the Division by:-

i. Maintaining records of leave, attendance, inventory, meetings etc.;

ii. Ensuring that the documents of the Division are free from errors of grammar, typing
etc. and physically attractive in their presentation and binding;

iii. Distributing work to the secretaries and other support staff within the Division;

iv. Typing correspondence and documents; and

v. Briefing the Director of Division and reporting for any discrepancies, which may require his/her attention.


(ii)	Carry out logistical functions by:-

(a) Ensuring the supply of stationery and office requirements such as pens, pencils,
staples, punchers etc;

(b) Ensuring office furniture and equipment are available, functional and appropriate;

(c) Ensuring that the offices, windows, Doors, walls arid corridors are cleaned and are in such state as to allow the Proper circulation of air;

(d) Ordering the repair of computers, furniture and equipment when necessary;

(e) Providing rooms or space for heavy equipment such as photocopies; and

(f) Assisting the Director of Division in allocating offices.

(iii)	Make arrangements for meetings organized by the Division by:-

(a) Booking the necessary conference facilities well in advance;

(b) Checking from time that such booking remains valid until the meeting is held;

(c) Liaising with the Conference Service of COMESA to ensure that the facilities are
adequately and properly equipped;

(d) Moving equipment to and from the place of conference when necessary;

(e) Providing or ensuring the provision of support staff to meeting;

(f) Supervising such staff during the meeting; and

(g) Briefing the Head of Division and drawing his attention to any problem(s) which may require his intervention.

(iv)	Make travel arrangements for the professional staff of the Division and participants of meetings by:-

(a) Contacting airlines, bus or train stations to find out flight, bus or train schedules and
work out a proper itinerary in co-operation with the traveler;

(b) Working out the cost of travel;

(c) Checking the availability and balance of funds and advising the Chief of Division
accordingly;

(d) Ensuring that travel is made by direct and least economical route taking account of
individual entitlements under the applicable rules;

(e) Preparing and seeing through the finalization of the travel authorization form; and

(f) Maintaining up to date records.

(v)	Perform other functions as may be required by your supervisors from time to time.
 
C. MINIMUM ACADEMIC AND PROFESSIONAL QUALIFICATIONS

i) A minimum of a Diploma in Secretarial Studies/Administration and Business Studies or any Management field from a recognized Institution.  

ii) A Bachelor’s degree in any of the above fields will be an added advantage 
iii) Professional Certificate in Secretarial and/or a Certificate in Shorthand Typewriting is desirable 

D. PROFESSIONAL EXPERIENCE

Minimum of five (5) years post qualification experience in a similar position of which two (2) years should be working with the executive in an administrative or secretarial role.  

E. COMPETENCES AND SKILLS:
Computer literate (Microsoft Word, Excel, Outlook and Microsoft Power Point, etc), excellent written and verbal communication skills, good time management capabilities and multitasking skills. Knowledge of travel logistics, report writing skills. 

9. WORKING LANGUAGE REQUIREMENT 

Applicants must be fluent in English and/or French and/or Arabic (speaking and writing). A combination of any two (2) or all these languages will be an added advantage.

10. ELIGIBILITY FOR APPLICATION

Applicants must be citizens of a COMESA Member country residing in Zambia and aged below fifty-five (55) years at the time of submitting the application.



11. MODE OF APPLICATION

All applications MUST be submitted to the COMESA Secretariat on the prescribed COMESA APPLICATION FORM which can be accessed at the following COMESA website: http://www.comesa.int/, Opportunities, COMESA Job Application Format.

All Applications must be sent electronically to recruitment@comesa.int with the position being applied for in email subject line. Only short-listed candidates will be contacted.

 Women are highly encouraged to apply


12. FINAL DATE FOR RECEIVING APPLICATIONS  

All applications must reach the Director of Human Resources and Administration electronically on the address below by 18:00 hours on 27th February 2026:

The Director of Human Resources and Administration
Common Market for Eastern and Southern Africa
COMESA Centre,
Ben Bella Road,
P.O Box 30051,
Lusaka
Zambia
Email recruitment@comesa.int 
Growing Together, for Prosperity 

Growing Together, for Prosperity 
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