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Terms of Reference
Job Title: Project Liaison Officer
Division/Department: WOAH Sub-Regional Representation for South-East Asia: SRR-SEA
Duty Station: Bangkok, Thailand
Duration: 11 months
Job purpose: The Project Liaison Officer supports the daily operations of the office by coordinating
with other officers, project teams, and external partners to ensure smooth implementation of
activities. Together with the other officers, he/she contributes to the execution of all administrative
and project-related processes within the office. He/she provides logistical support for the
organisation, including the coordination of meetings and events managed by the office, as well as
support for visa-related matters. The Project Liaison Officer will also provide support with financial
and accounting processes when required.
Key functions:
As part of a support team that operates in a complementary and interchangeable manner:
- Provide administrative and clerical support to the technical staff.
- File, scan, archive and maintain office databases in the SharePoint.
- Draft, format, proofread and archive, incoming and outgoing correspondences and other
communications.
- Support the preparations of virtual and physical workshops and meetings, both local and
international.
- Prepare the travel arrangement for the official missions of staff.
- Manage and coordinate the purchasing of the stationary supplies and stock for the office
- Support visa and work permit management for expatriate staff, including going to the
immigration office if needed.
- Support the Finance Officer in the processing of vouchers and records office expenditures.
- Support in the financial/accounting processes if needed, registering and keying expenses in
WOAH financial applications when relevant.
Qualification and experience:
- A Bachelor’s or undergraduate degree relevant to the job

- At least 3 years of professional experience of administrative assistance.



Requirements

Technical skills:

- Excellent command of English (written and spoken) and Thai (spoken - written an
advantage)

- Strong computer skills in a Microsoft environment (Word, Excel, SharePoin’t, PowerPoint,
and Outlook), Canvas, and office technology equipment and software

- Experience in using interactive .tools such as Zoom, Mentimeter (or equivalent...)

- Experienced in international traQel arrangements (ticket reservation, Thai visa and work
permit processing) and coordination with government agencies is an asset.

Interpersonal skills:

- Excellent communication skills

- Teamwork ability

- Accuracy and attention to details

- Willingness and ability to work in a multi-cultural environment

- Proven effective organisational skills and ability to handle work in an efficient and timely
manner, defining priorities and meeting deadlines

- Strong interest and autonomy in learning new/evolving IT and interactive tools/methods

- Capacity to work autonomously and to take ownership of tasks



Terms of Reference
Job Title: National Programme Assistant (Government Provided Staff)
Division/Department: FAO-Thailand
Duty Station: Bangkok, Thailand
Duration: 11 months
Duties and responsibilities:

Under the direct supervision of the Assistant FAO Representative (Programme) for FAO-Thailand, the
incumbent will:

o Support the formulation of FAO projects and programmes in Thailand, ensuring
alignment with FAO’s operational rules and regulations as well as the country’s priorities.

e Participate in the identification, formulation, and preparation of programme and project
proposals for Thailand.

e Prepare and finalize correspondence and official letters to government counterparts
regarding programme and project operations, protocol, and other related matters.

o Coordinate with the government and other stakeholders on the organization of World
Food Day 2026 and other events in Thailand.

e Assist in the preparation of reports, notes, and briefing materials for FAO Country Office
and the UN Country Team in Thailand.

e Attend relevant meetings and draft summary notes as required.

e Perform other duties as assigned.

Qualification and minimum requirements:
Education:

e Bachelor’s degree in Agriculture, Social Sciences, Public Administration, Economics, or
other closely related fields
Experience: at least 5 years’ experience
e Experience working with the government, public sector, administration, meeting organization,
liaison, protocol, and project management would be considered an asset.

e Experience working with UN Agencies or other international organizations would be
considered an asset

Language:

o  Working knowledge (proficiency — level C) of English and Thai
Other skills:

e Strong analytical and problem-solving skills

e Excellent written and verbal communication skills in English and Thai

o Teamwork and collaboration skills

o Commitment to sustainability and resilience

e Good knowledge of the MS Office applications, office technology equipment, and internet



Application Form
Project Liaison Officer

WOAH Sub-Regional Representation for South-East Asia: SRR-SEA

1. Personal Information

o Full Name:

e Date of Birth: / / Age: Years

o Nationality:

e National ID Card / Passport No.:

e Current Address:

e Mobile Phone Number:

e E-mail Address:

Emergency Contact Person

e Full Name:

o Relationship:

o Telephone Number:

2. Educational Background

Level of Education Institution Field of Study Year of Graduation




3. Work Experience / Internship Experience

Organization / Responsibilities
Position Duration
Institution
4. Skills and Competencies
Language Proficiency
Language Listening Speaking Reading Writing
[ Excellent [] Excellent [] Excellent L] Excellent
Thai
[] Good [ Fair [ Good L Fair || Good [ Fair [ Good [ Fair
L] Excellent [] Excellent [] Excellent L] Excellent
English
[] Good [ Fair [] Good [ Fair || Good [ Fair ||[J Good [ Fair
L] Excellent [] Excellent L] Excellent L] Excellent
Other
[] Good [ Fair [ Good [ Fair || Good [ Fair || Good [ Fair

Computer Skills

] Microsoft Office

[ Google Workspace

(] canva

[]spsS / STATA /R




1 GIs 7 Qals
] Adobe Creative Suite

[ others

5. Motivation Statement

Please explain your reasons for applying to work with FAO, including relevant skills and

experiences.

6. Supporting Documents

Please attach the following documents:

L] Copy of National ID Card

[] Academic Transcript

[ Certificates / Portfolio (if any)

] English Proficiency Test Results (TOEIC, TOEFL, IELTS, SAT, CU-TEP, TU-GET)
[ Recent Photograph

[1 others




7. Applicant’s Declaration

| hereby certify that all information provided in this application form is true and accurate. If any
information is found to be false, the organization reserves the right to terminate the

consideration process or employment immediately.

Applicant’s Signature

Date / /

Remark:

Please submit the completed application form via e-mail to: groupl@moacbofaa.com by 30

June 2026.

Office of the Secretériat of National FAO Committee of Thailand
Telephone: +66 2 281 9312

E-mail: groupl@moacbofaa.com



Application Form

Government Provided Staff

At the Food and Agriculture Organization of the United Nations (FAO) Regional Office for

Asia and the Pacific

1. Personal Information

o Full Name:

o Date of Birth: / /

o Nationality:

Age: Years

e National ID Card / Passport No.:

o Current Address:

o Mobile Phone Number:

o E-mail Address:

Emergency Contact Person

o Full Name: _

o Relationship:

o Telephone Number:

2. Educational Background

Level of Education Institution

Field of Study

Year of Graduation




3. Work Experience / Internship Experience

Organization / Responsibilities
Position Duration
Institution
4. Skills and Competencies
Language Proficiency
Language Listening Speaking Reading Writing
[] Excellent [] Excellent [ Excellent (1 Excellent
Thai
[] Good [ Fair || Good [ Fair |1 Good [ Fair ||L] Good [ Fair
l [] Excellent [] Excellent [] Excellent L] Excellent
English
] Good [ Fair || Good [ Fair ||[] Good [ Fair || Good [ Fair
= L] Excellent [] Excellent L] Excellent L] Excellent
Other
[ Good [ Fair ] Good [ Fair ||[[d Good [ Fair ||[C] Good [ Fair

Computer Skills

L1 Microsoft Office

L] Google Workspace

[ canva




[] sPss / STATA /R
U Gis 7 Qals
[] Adobe Creative Suite

1 Others

5. Motivation Statement

Please explain your reasons for applying to work with FAO, including relevant skills and

experiences.

6. Supporting Documents

Please attach the following documents:

[ Copy of National ID Card

[] Academic Transcript

[ Certificates / Portfolio (if any)

] English Proficiency Test Results (TOEIC, TOEFL, IELTS, SAT, CU-TEP, TU-GET)
[ Recent Photograph

[ others




7. Applicant’s Declaration

I hereby certify that all information provided in this application form is true and accurate. If any
information is found to be false, the organization reserves the right to terminate the

consideration process or employment immediately.

Applicant’s Signature

Date / /

Remark:

Please submit the completed application form via e-mail to: groupl@moacbofaa.com by 30

June 2026.

Office of the Secretariat of National FAO Committee of Thailand
Telephone: +66 2 281 9312

E-mail: groupl@moacbofaa.com



