
 
 

AT OXFAM, WE WON’T LIVE WITH POVERTY. 

Together we can end extreme poverty for good. Will you join us? 

 

PROJECT ASSISTANT 
 

Closing date:  - 7 January 2019 

Vacancy reference:  - INT5179 

 

Oxfam is committed to preventing any type of unwanted behaviour at work including sexual 

harassment, exploitation and abuse, lack of integrity and financial misconduct; and 

promoting the welfare of children, young people and adults. Oxfam expects all staff and 

volunteers to share this commitment through our code of conduct. We place a high priority 

on ensuring that only those who share and demonstrate our values are recruited to work for 

us.  

 

All offers of employment will be subject to satisfactory references and may be subject to appropriate 

screening checks, which can include criminal records and terrorism finance checks. 

 

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. 

 

OUR VALUES 

All our work is led by three core values:  

Empowerment. Everyone, from our staff and supporters to people living in poverty, should feel they 

can make change happen. 

Accountability. We take responsibility for our actions and hold ourselves accountable. We believe 

that others should also be held accountable for their actions. 

Inclusiveness. We are open to everyone and embrace diversity. We believe everyone has a 

contribution to make, regardless of visible and invisible differences. 
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TEAM PURPOSE  

The seafood industry in Thailand has come under national and international spotlights in the past 

few years for its abuses of labour on fishing vessels/processing plants as well as its overfishing 

practices in Thailand and neighbouring waters. Much effort has been invested in working 

systematically to tackle these environmental and social challenges in the industry – from initiatives 

being driven by large seafood overseas buyers, to national initiatives led by the Thai government 

and leading Thai companies and exporters. Civil society actors – both at the national and 

international levels – have invested significant resources in addressing these dynamic and complex 

issues. However, progress has not been at its most effective and recent developments have 

highlighted duplications and strategic gaps in how civil society organisations (CSOs) have been 

engaging the industry and government to change policies and practices. Furthermore, local CSOs’ 

contributions have not been fully incorporated into the current institutional reform process and this 

absence means that an important accountability mechanism is missing from the process. 

With the above diagnostic, Oxfam has been designing and convening a Thai CSO Coalition for 

Ethical and Sustainable Seafood, bringing together some of the leading local CSOs (both 

environmental and labour NGOs) working in the seafood sector as one collective network to map 

out existing interventions and capacity gaps. The Coalition’s mission is to 1) Eradicate modern-day 

slavery and Illegal, Unregulated and Unreported Fishing (IUU) from the Thai seafood industry 

throughout supply chains, and 2) Promote sustainable and ecological fishery in the Thai seas. 

Current members include leading labour and environment national NGOs as well as international 

NGOs and experts working in the seafood industry. 

 

WHAT WE ARE LOOKING FOR 

A full-time project assistant with organisational and interpersonal skills to support the CSO 

Coalitions project.  
 

CORE DETAILS 

Location: Bangkok, Thailand 

Our package: 

Internal Grade: 

National Package 

E1 

Contract type: Full-time, fixed-term 

 

Hours of work: 

 40 hours per week. This is a full-

time role; however, Oxfam offers various flexible arrangements 

which candidates can discuss with the Recruiting Manager at 

interview stage 

This role reports to: Project Coordinator 

Staff reporting to this post: N/A 
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Annual budget  for the post: N/A 

Key relationships/interactions: Civil Society Organisations and Partners 

DBS checks (for roles based in the 

UK): 

 

N/A 

KEY RESPONSIBILITIES 

Support the CSO Coalition for Ethical and Sustainable Seafood in Thailand as administrative, 

coordinative and logistic focal point; 

• Coordinate with CSO partners, suppliers and consultants to ensure effective project 

implementation.  

• Support the planning and implementation of CSO Coalition meetings and International 

conferences by preparing participants’ invitation packages, registration, hotel arrangement 

and providing other supports for smooth running of events. 

• Closely work with Project Coordinator on budget planning and payment e.g. budget 

estimation for meetings, workshops and/or events.  

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

summarising key points.  

• Provide quick desktop research and analyses on sustainable food’s supply chain to support 

project as required 

• Manage in tracking and collecting database and results from workshops and/or events to 

support project evaluation  

• Provide other assistance to project as requested by Line Manager 

 

Other  

• Required to adhere to Oxfam’s principles and values as well as the promotion of gender justice 
and women's rights  

• Understanding of and commitment to adhere to equity, diversity, gender, child safety and staff 
health and wellbeing principles 

 
 

SKILLS, EXPERIENCE AND KNOWLEDGE  

Essential 

• Strong interpersonal, coordination and management skills 

• Relevant experience in administrative work or show competence with strong management 

skills in required tasks with minimal supervision 

• Good command in Thai and English 

• Able to work independently; possess problem solving skills; good interpersonal skills 

• Strong MS Words and Excel skills 

• Ability to travel to other provinces for work 

https://login.salesforce.com/?ec=302&startURL=%2F0060N00000XTrqu
https://policy-practice.oxfam.org.uk/our-work/gender-justice#855afbea-dfa4-4084-a924-2e7d160e8a85
https://policy-practice.oxfam.org.uk/our-work/gender-justice#855afbea-dfa4-4084-a924-2e7d160e8a85
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Desirable 

• University degree in public administration, political science, business administration, 

international development or related fields. 

• Knowledge about sustainability in seafood supply is an asset but not necessary. 

 
Key Attributes 

• Ability to demonstrate sensitivity to cultural differences and gender issues, as well as the 
commitment to equal opportunities 

• Ability to demonstrate an openness and willingness to learn about the application of 
gender/gender mainstreaming, women’s rights, and diversity for all aspects of development work  

• Commitment to Oxfam’s safeguarding policies to ensure all people who come into contact with 
Oxfam are as safe as possible  

 

Organisational Values 

• Accountability – Our purpose-driven, results-focused approach means we take responsibility 
for our actions and hold ourselves accountable. We believe that others should also be held 
accountable for their actions 

• Empowerment – Our approach means that everyone involved with Oxfam, from our staff and 
supporters to people living in poverty, should feel they can make change happen 

• Inclusiveness – We are open to everyone and embrace diversity. We believe everyone has a 
contribution to make, regardless of visible and invisible differences 

 

At Oxfam, our job descriptions provide a guide to what might be expected in the role. Along with our strategy 

the job profile is used to help to shape specific objectives for employees. Employees are supported to deliver 

these objectives and they are annually assessed against them as part of the Oxfam performance review 

process. This job profile is not incorporated into the employment contract. 

 

HOW TO APPLY 

 
Apply online 

 

• Go to: for external applicants: 
https://jobs.oxfam.org.uk 

• For internal applicants: 
https://jobs.oxfam.org.uk/inte
rnal 

• Search for the vacancy using 
the reference number 

• Complete the online 
application process 

• Ensure you submit your 
application before midnight 
(GMT) on the closing 
date. Unless a different time 
is specified in the advert.  

 
 
 

 
What will I need 

 

• Each recruitment is unique 
and you will need to follow the 
instructions part of the online 
application process. You will 
usually be asked to provide: 
 

• Your personal contact 
details 

• The details of your 
referee(s) 

• Details on how you meet 
the skills, experience and 
knowledge that are 
required for this role  

 
Support and help 

 

• Look at our how to apply 
section for helpful tips 

http://www.oxfam.org.uk/what-we-
do/about-us/working-at-
oxfam/how-to-apply-for-a-job 

• Technical glitch? If you have 
any issues when submitting 
your application please 
contact  

recruitmentteam@oxfam.org.uk 

• We are unable to accept 
prospective application but 
you can sign up for our job 
alerts here 

https://jobs.oxfam.org.uk/alertregi
ster/ 
 
 
 
 

https://jobs.oxfam.org.uk/
https://jobs.oxfam.org.uk/internal
https://jobs.oxfam.org.uk/internal
http://www.oxfam.org.uk/what-we-do/about-us/working-at-oxfam/how-to-apply-for-a-job
http://www.oxfam.org.uk/what-we-do/about-us/working-at-oxfam/how-to-apply-for-a-job
http://www.oxfam.org.uk/what-we-do/about-us/working-at-oxfam/how-to-apply-for-a-job
mailto:recruitmentteam@oxfam.org.uk
https://jobs.oxfam.org.uk/alertregister/
https://jobs.oxfam.org.uk/alertregister/
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Oxfam is a Disability Confident Employer. Should you be unable to submit your 
application online and would prefer an alternative method please contact our 
recruitment team.  

 

 

HOW TO FIND OUT MORE ABOUT US 

Find out about everything we do - http://www.oxfam.org.uk/what-we-do 

Get a feel of what it is like to work at Oxfam - http://www.oxfam.org.uk/what-we-do/about-us/working-

at-oxfam/life-at-oxfam 

Find out more about our pay & benefits - http://www.oxfam.org.uk/what-we-do/about-us/working-at-

oxfam/what-oxfam-offers  

 

FOLLOW US  

 

 

 

OXFAM LEADERSHIP COMPETENCY FRAMEWORK  

Competencies  Description 

Decisiveness We are comfortable to make transparent decisions and to adapt decision making 

modes to the context and needs. 

Relationship 

Building 

We understand the importance of building relationship, within and outside the 

organisation. We have the ability to engage with traditional and non-traditional 

stakeholders in ways that lead to increased impact for the organisation. 

Systems Thinking We view problems as parts of an overall system and in their relation to the whole 

system, rather than reacting to a specific part, outcome or event in isolation. We 

focus on cyclical rather than linear cause and effect. By consistently practicing 

systems thinking we are aware of and manage well unintended consequences of 

organisational decisions and actions. 

Strategic Thinking 

and Judgment 

We use judgment, weighing risk against the imperative to act. We make decisions 

consistent with organisational strategies and values. 

 

 

 

 

http://www.oxfam.org.uk/what-we-do
http://www.oxfam.org.uk/what-we-do/about-us/working-at-oxfam/life-at-oxfam
http://www.oxfam.org.uk/what-we-do/about-us/working-at-oxfam/life-at-oxfam
http://www.oxfam.org.uk/what-we-do/about-us/working-at-oxfam/what-oxfam-offers
http://www.oxfam.org.uk/what-we-do/about-us/working-at-oxfam/what-oxfam-offers
https://www.oxfam.org.uk/
https://twitter.com/oxfamgb
https://www.facebook.com/oxfamGB/
https://www.linkedin.com/company/oxfam
https://www.youtube.com/user/OxfamGreatBritain

