
 
PROGRAM OFFICER 

Internal Job Grade     -  National D1 

Contract type      -  Fixed term - until December 2022  

(extendable depending on funding) 

Reporting to       -  Asia Private Sector Engagement Lead 

Locations                              -  The location is flexible within any Asian country where Oxfam has 

presence and can establish employment contract, preferably 

Bangkok, Thailand 

 

Shaping a stronger Oxfam for people living in poverty. 

ABOUT OXFAM  

Oxfam is a global movement of people who won’t live with the injustice of poverty. Together we save and 

rebuild lives in disasters. We help people build better lives for themselves. We speak out on the big issues that 

keep people poor, like inequality, discrimination against women and climate change. And we won’t stop until 

every person on the planet can live without poverty. 

Job Purpose  

Support Oxfam Asia Regional Platform’s influencing and private sector strategic engagement, on key food 

value chains including seafood processors and traders headquartered and operational in Asia to address 

inequality, reduce poverty, empower women and increase the resilience of fisherfolk, workers and aquaculture 

farmers. This position is expected to work closely and provide support to the team in engagement of the 

following stakeholders: 

(i) Oxfam’s Private Sector and Policy/ Influencing teams in Asia 

(ii) Two Oxfam Programme clusters in the Asian region: “FAIR4 All Value Chains & Food Systems” 

and the Ethical and Sustainable Seafood Supply Chain 

(iii) Regional and selected national Oxfam’s partners 

Key Responsibilities and Accountabilities 

• Support in the delivery of two key projects: “FAIR4 All Value Chains & Food Systems” and the Ethical and 
Sustainable Seafood projects under the Oxfam regional team in Asia. 

• Effectively coordinate with project partners to provide necessary support for activity planning, monitoring and 
reporting 

• Lead on the management of the monitoring, evaluation, accountability and learning process of the projects. 

• Ensure prudent record keeping of planning and implementation progress including activities and budgets for 
internal and donor reporting.  

• Lead on the process of project contracts with internal Oxfam bodies and manage grant making to partners.  

• Lead on donor reporting including narrative and financial reports. 

• Manage financial monitoring and ensure the Oxfam procedures and policies are complied.  

• Manage in tracking and collecting database and results from workshops and/or events to support project 
evaluation.  

• Support project audits, baseline survey, mid-term evaluation and final evaluation. 

• Lead on the planning, coordinating and implementation on meetings, workshops, and International 
conferences. 



• Manage the procurement process: coordinate with internal system, requisition creation, budget review, 
coordination with suppliers/consultants, through to deliveries and payment processing.  

• Closely work with project team on budget planning and payment. 

• Providing necessary technical support in the meetings/events e.g. note-taking and summarizing key points. 

• Keep record of team assets and materials. 

Essential 

• At least 2 years of progressively responsible experience working in development, economic justice, 
inequalities, gender justice, food supply chains and civic movements. 

• Experience in programme/project management. 

• Good organizing and administrative skills with the ability to prioritize tasks and meet deadlines. 

• Working effectively with others, thinking, and understanding and achieving results.  

• Strong skills to coordinate with multiple project stakeholders including partners and different Oxfam entities 

• Strong knowledge of M&E approach and design of data collection tools. 

• Excellent written and verbal English communication.  

• Excellent computer skills especially Microsoft Excel and Microsoft Word.  

 

Desirable 

• Experience in supporting partners (NGOs/CBOs) on financial management, sub-grant, and contract 

management  

• Experience in international donors’ project budgeting management and reporting is highly desirable (i.e. 
EU, SIDA, ILO or other international agencies)  

• Verbal and written communication skills any other Asian language 

• Be able to advise and give input to peers  

 

Key Behavioural Competencies  

(based on Oxfam’s Leadership Model) 

Competencies  Description 

Humility We put ‘we’ before ‘me’ and place an emphasis on the power of the collective, nurture the team and 

play to the strengths of each individual. We are not concerned with hierarchical power, and we 

engage with, trust and value the knowledge and expertise of others across all levels of the 

organization. 

Mutual 

Accountability 

We can explain our decisions and how we have taken them based on our organizational values.  

We are ready to be held to account for what we do and how we behave, as we are also holding 

others to account in a consistent manner. 

Agility, 

Complexity, 

and Ambiguity 

We scan the environment, anticipate changes, are comfortable with lack of clarity and deal with a 

large number of elements interacting in diverse and unpredictable ways. 

 


