
                                                                                 
Job Description 

 
Position title:  Provincial Coordinator 
Country program:  Thailand   
Responsible to:  Project Manager 
Supervisory capacity:  District Coordinator, Field Supervisor, Finance Officer & Migrant Liaison Officer 
Status: Full time 

 
Brief of organization 
American Refugee Committee (ARC) is a non-political, non-religious, impartial and independent humanitarian-based 
organization. We see and help every person make meaningful change in the world – from displaced and marginalized 
communities to everyone and anywhere around the globe.  
In Thailand, we have been delivering essential health services to migrants in more than 10 provinces – including Bangkok 
Metropolitan Administration – that are adjacent to Myanmar supported by USAID, Global Fund to fight AIDS, Tuberculosis 
and Malaria, as well as Stop TB Partnership. 
 
Project description 
The project entitled “Stop TB and AIDS through Reach, Recruit, Test, Treat, Prevent & Retain (STAR-3)” in 2021-23 is 
funded by Global Fund to fight AIDS, Tuberculosis and Malaria to provide AIDS and Tuberculosis related services to non-
Thai migrants residing and/or working in 18 provinces in Thailand.   
This is a highly labor intensive with limited resources project that needs to collaborate closely with various stakeholders 
which include government health institutions, community leaders, business owners, community networks, volunteers and 
others for achieving project objectives and targets.   
ARC is a Sub-recipient under Principal Recipient Raks Thai Foundation and is assigned to cover Ratchaburi province. 
 
Primary purpose of the position 
Under the direct supervision of Project Manager, the Provincial Coordinator is a sole project in-charge of AIDS and 
Tuberculosis activities in Ratchaburi province, and Malaria activities in Kanchanaburi province.  
He/she is responsible for monitoring the entire project implementation and delivering the overall leadership and direction of 
the project at provincial/district level through regular coordination with relevant stakeholders and donors. 
This includes, but not limited to, collaborating with Raks Thai Foundation, the Ministry of Public Health, government officials 
and community as necessary, tapping with community-based networks or organizations for the resources which may not be 
available from the project/organization, but are necessary to achieve programmatic and finance indicators, and directing all 
the resources to attain project goals and objectives in a satisfactory manner by every possible means.  
  
This position is based in Mueang, Ratchaburi province which includes regular trips to other districts within the province, and 
to Kanchanaburi.  

 
Primary responsibilities                                                                                                          % of time 

 
1. Supervise the entire implementation of the TB-AIDS and malaria projects, provide support and 

guidance to field implementers and monitor the implementation of the project on a periodic basis in 
Ratchaburi and Kanchanaburi provinces. 
 

2. Coordinate with Provincial Health Office, District Health Office, District Hospital, other government 
agencies concerned, community networks and village leaders, for a smooth implementation.  

 
3. Facilitate the capacity building of field implementers, health volunteers and other stakeholders 

concerned to improve TB, AIDS and malaria project performance based on goals, objectives and 
indicators of the project through training, orientation, consultation, dialogue and advocacy. 

 
4. Establish and maintains a standard and systematic reporting and recording system at the provincial 

and district levels that will provide consistent, accurate and timely information to the Project Manager. 
 

5. Submit monthly program accomplishments, monthly implementation plan, end of activity reports, 
summary data of TB patients and financial plan to Project Manager. 

 
6. Collect, consolidate and analyze quantitative and qualitative data related to the project goals, 

objectives and indicators from the area of responsibility in accordance with the established monitoring 
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and evaluation system. 
 

7. Assist Project Manager/Senior Management Team to identify business development opportunities. 

 
 

5% 

 
 

Education, technical skills & knowledge required   

1. Preferably, university graduate in the field of health.  
 

2. Must have minimum 5 years of experiences about the case management in - either or all - AIDS, TB and Malaria in 
migrant settings. 
 

3. Must have minimum 5 years of experiences in coordinating with donors, government officials from various levels and 
community stakeholders. 
 

4. Must have minimum 3 years of strong resources (staff and project activities) management and problem-solving 
skills. 
 

5. Strong ability to prepare donor reports – both program narrative and finance justifications – in English and in timely 
manner. 

 
6. Has ability to use Microsoft office package: Word, Excel, Powerpoint etc, graphics and other necessary utilities (fax, 

scanner). 
 

7. Can work independently with minimal supervision, and as a team with non-discriminatory attitude to others.  
 

8. A Thai national who is proficient in English and/or at least in one of the languages of Burmese/Karen/Mon.  
 

9. A non-Thai national who is proficient in English and/or at least one of the languages of Thai/Burmese/Karen/Mon.  
 

10. Possess a valid license for driving vehicle and motorcycle.  
 

 
 
KEY BEHAVIORS & ABILITIES  

1. Can easily establish rapport with high level officials from Provincial/District Health Offices and Hospitals.  
 

2. Has negotiating skills and abilities to promote the goals and objectives of program  
 

3. Has advocacy skills and abilities for coordinated TB/HIV care between the government and other NGOs 
 

4. Is able to maintain good working relationship with other staffs in the organization 
 

5. Shows respect to authority and recognize the hierarchy of decision-making in the organization 
 

6. Has dedication and loyalty to his/her organization as he/she is also representing the organization and is promoting 
the goals and mission of the organization 

  
The applicant who has strong resources management skills (particularly on AIDS, TB and Malaria) from Global Fund and is 
really committed to help disadvantaged migrant populations, can travel with short notice and has strong coordination with 
stakeholders/donors and reporting skills in English is encouraged to apply. 
 


