
 

MCC Service Opportunity 
___________________________________________________________________________________________ 
Assignment Title:                Program Assistant                                                                Term:    3 Years 

FTE:  1    
Agency:     
Location: Managua, Nicaragua    
____________________________________________________________________________________________ 
All MCC workers are expected to exhibit a commitment to: a personal Christian faith and discipleship;  
active church membership; and biblical nonviolent peacemaking. 
MCC is an equal opportunity employer, committed to employment equity. MCC values diversity and invites 
all qualified candidates to apply. 
 
Synopsis: 

 
 

The program assistant will support MCC Nicaragua / Costa Rica and its partners by: 
 
1. Providing assistance / accompaniment in Planning Monitoring and Evaluation for assigned MCC partners in 

Nicaragua and Costa Rica.   
2. Maintaining PME data for Nicaragua / Costa Rica on MCC’s program database (PlanWin). 
3. Provide MCC administrative support to MCC reps at MCC office located in Managua, Nicaragua. 

 
 
Qualifications: 

 
1.  BA in program management / development or equivalent experience in related field. 
2. Previous MCC experience preferred. 
3. Excellent communication skills in Spanish and English – both written and spoken (or a willingness to learn). 
4. Experience in project planning, monitoring and evaluation of small, medium, and large projects. 
5. Excellent computer skills:  MS office, internet, email 
6. Strong organizational skills. 
7. Flexibility to be interrupted and to handle multiple tasks simultaneously. 
8. Ability to take initiative and responsibility and follow through on tasks with little supervision. 
 
Assignment Narrative:  

 
 

The program assistant will work out of the MCC office in Managua, Nicaragua supporting and supported by the 
Country / Program Reps. Together with Reps, the program assistant will accompany Partners in the Program, 
Monitoring, Evaluation, and Reporting of MCC supported projects in Nicaragua.  In addition, the Program Assistant 
will be responsible for a variety of other office/program tasks and assist Reps as required.   Normally, work hours are 
8-5, Monday through Friday with some travel and weekends will be expected. 
 
Duties: 

 
Programmatic: (50%) 
 
1. Assist in the management of between 3-6 partner projects related to community development or disaster 

response as assigned 
2. Analyze and give feedback to assigned partner concept papers and project formats.    
3. Assist assigned partners with MCC planning, monitoring, evaluation and reporting tools / templates. 
4. Visit with assigned partners at least once a year to ensure healthy relationships and monitor the progress of 

projects. 
5. Communicate with all partners to ensure timely submission of project progress reports, financial reports, and 

evaluations.  
6. Review and give feedback to assigned partner progress reports, financial reports, and evaluations. 
7. Ensure that partner reporting meets PMER and Financial Services’ expectations. 
 



 
Administrative (40%):  
 
1. Manage office cash box.   
2. Manage MCC program database (PlanWin)  . 
3. Translate and upload all project progress reports, financial reports, evaluations, and annual plans to MCC 

program database.  
4. Work with other MCC staff to coordinate residency and visa documentation for service workers. 
5. Update and maintain documentation related to MCC Nicaragua legal status with the government. 
6. Manage MCC project data with Nicaraguan government and ensure data is up to date with their website 

(SYSONG). 
7. Proofread some written communication in English and / or Spanish; assist with translation when needed. 
8. Assist in planning travel and logistics for team events and visitors. 
 
 
 
General (10%): 

1. Participate in the life of the MCC Nicaragua / Costa Rica team:  team meetings, retreats, and other 
events. 

2. Submit annual plans and monthly financial reports as scheduled 
3. Participate in a local church.   

 
Location Description: 

 
 

Managua is the capital city of Nicaragua and has more than one million inhabitants. It is characterized by many 
disparities: a city filled with congestion, noise, and pollution.  Yet, it is one of the most tree-filled cities in the 
Americas. In the streets, vendors mix with luxury cars, and beggars can be found in the malls. The hospitality of the 
Nicaraguan people is held in tension with the increase in petty theft and robbery that has risen in recent years. 
 
The reconstruction after the earthquake of 1972 resulted in a sprawling city, with no city center like many of capital 
cities. There is public transportation throughout Managua as well as access to telephones, cell phones, and Internet. 
The mail service is relatively secure. Public medical care as well as private are easily accessible.  Throughout the city 
are a variety of public, private, and religious schools and universities. 
 
The tropical climate of western Nicaragua has two seasons, one dry and one rainy. The low altitude of Managua and 
the proximity to Lake Xolotlan make the city climate hot and humid.   

 
 

Challenges: 
· Work tasks varying greatly from day-to-day with some stressful busy periods throughout the year along with 

slower periods 
· Traveling in public transportation. 
· Living & working in the midst of poverty, with people who have limited access to adequate health services, 

education & job opportunities. 
· Living in a Spanish-immersion environment. 
· Adjusting to security risks, particularly theft. 
· Adapting to the reality of evangelical churches (including Anabaptist churches) in which there is a general 

attitude of zero tolerance toward the consumption of alcohol. 
· Living & working in an extremely hot tropical climate. 
· high levels of pollution  
· Vegetarian / Vegan diets can be challenging to maintain. 

 
 

 


