Job Description: OPERATIONS ASSISTANT
MAMA Project Solutions Ltd.

Position Title: Operations Assistant
Reports To: Director of Field Operations
Duty Station: Lemek, Narok County, Kenya (with travel throughout project areas in the Masai Mara as required)
Position Summary
The Operations Assistant provides general operational support across all activities of MAMA Project Solutions Ltd. This position assists with maintaining facilities, organizing supplies, supporting employees and field activities, assisting the chef, preparing work and meeting spaces, receiving visitors, and performing a wide variety of practical tasks that help ensure the business operates efficiently.
This role is ideal for an individual who is dependable, hardworking, flexible, and willing to assist wherever needed. No specialized education or training is required, but a strong work ethic, integrity, and willingness to learn are essential.
General Operations
Assist with the daily operation of the office and company facilities, including assisting the chef as needed.
Maintain clean, organized, and safe work areas.
Assist with opening and securing buildings each day, as needed.
Help move furniture, supplies, and equipment as needed, including assembling supplies
Assist with setting up office, kitchen, tents, meeting rooms, and event spaces.
Field Support
Load and unload project vehicles.
Assist field teams with transporting and organizing project materials.
Help with assembly and distribution of supplies for field work or community outreach activities.
Support staff during field events and community programs.
Inventory & Supplies
Organize storage rooms and supply areas.
Receive deliveries and verify quantities.
Assist with inventory counts.
Report supplies that need replenishment.
Help maintain orderly storage of tools, equipment, and project materials.
Facilities Support
Perform routine cleaning of company space and common areas.
Assist with basic grounds maintenance.
Report repairs or maintenance needs.
Help ensure facilities remain clean and welcoming.
Hospitality Support
Welcome clients, donors, contractors, visitors and guests.
Help prepare and serve food for employees and visitors and during meetings, trainings, or special events.
Assist with setup and cleanup for meetings, workshops and events.
Logistics
Assist with preparing vehicles before field trips.
Help organize equipment for field work or community outreach.
Deliver documents and supplies when required.
Assist staff with general errands related to operations.
Safety
Follow all company safety policies.
Report hazards or unsafe conditions.
Help maintain a safe work environment.
Properly use tools and equipment.
Required Qualifications
Previous experience working for an NGO/nonprofit, school, business, lodge, or community organization.
Experience with basic maintenance, cleaning, logistics, or inventory related duties.
Ability to read and write basic Kiswahili.
Ability to follow instructions.
Honest and dependable.
Willingness to learn new skills.
Ability to work both independently and as part of a team.
Good communication skills in Kiswahili and Maa.
Preferred Qualifications
Basic English communication skills.
Completion of Grade 8 education.
Valid Kenyan driver's license.


Personal Qualities
Honest and trustworthy.
Hardworking.
Respectful toward others.
Positive attitude.
Flexible and adaptable.
Organized.
Dependable and punctual.
Team-oriented.
Service-minded.
Physical Requirements
Ability to lift and carry supplies weighing up to approximately 32 kg.
Ability to stand, walk, bend, and work outdoors for extended periods.
Ability to assist with loading and unloading vehicles.
Willingness to travel to remote rural project locations.
Occasional evening, weekend, and holiday work may be required.
Employment Conditions
Full-time position.
Subject to reference checks.
Must comply with all MAMA Project Solutions policies, safeguarding standards, workplace safety requirements, and code of conduct.
