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AT OXFAM, WE WON’T LIVE WITH POVERTY. 

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

 
PROJECT ASSISTANT  

THAILAND  

 

Closing date:  - 18 August 2019 

The qualified candidates might be contacted to interview before the closing period. 

Vacancy reference:  - INT5855 

 

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 

committed to promoting the welfare of children, young people, adults and beneficiaries with 

whom Oxfam GB engages. 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.  

 

The post holder will undertake the appropriate level of training and is responsible for ensuring that they 

understand and work within the safeguarding policies of the organisation. All offers of employment will be 

subject to satisfactory references and appropriate screening checks, which can include criminal records and 

terrorism finance checks. 

 

We are committed to ensuring diversity and gender equality within our organisation and encourage 

applicants from diverse backgrounds to apply. 

 

 

Shaping a stronger Oxfam for people living in poverty. 

 

ABOUT OXFAM 

Oxfam is a global movement of people working together to end 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. We 

are an international confederation of 20 organizations (affiliates) working together with partners and 

local communities in the areas of humanitarian, development and campaigning, in more than 90 

countries. 
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In the past 13 years, Oxfam in Thailand has been working with local partners to shift the power for 

small-scale producers to have access and control over land and coastal resources, which is one of 

the root causes of inequalities and social divide. At global level, we recognise that the overall food 

system is broken. Power and profits in food chains is concentrated among a few big food and 

beverage companies, traders, suppliers and food retailers, while millions of small scale farmers and 

workers in food chains too often receive a disproportionately small share of the value they are 

generating. At country level, Thailand’s food system has become critically unsustainable due to its 

negative impacts on the environment, labour and human rights, and inequality.   

Project Context: 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 organizations (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 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. 

 

OUR TEAM & JOB PURPOSE  

The Food Justice team under the Thailand Programme is currently looking for a full-time project 

assistant with organizational and interpersonal skills to support the CSO Coalition for the ethical and 

sustainable Seafood project. This position will be working closely with Oxfam colleagues and 

partners to mobilise logistic and administrative support for influencing and project management 

delivery. 

 

 

 



CORE DETAILS 

Location: Bangkok office  

Our package: 

Internal Grade: 

National Pay Scale  

E1 

Contract type: Full Time, Fixed-term till 31 August 2020 

Hours of work: 40 hours a week  

This role reports to: Project Coordinator 

Staff reporting to this post: N/A 

Annual budget  for the post: N/A 

Key relationships/interactions:  This position will be the focal points to coordinate with CSO partners 

and stakeholders in the project.  

Screening checks: All successful candidates will be screened through Refinitiv World-

Check One to comply with counter terrorism and financial sanctions 

regulations. 

KEY RESPONSIBILITIES 

➢ Coordinate with CSO partners and stakeholders  
➢ Lead in administrative and logistic preparation for workshops, meetings and events 
➢ Feed in ideas to support development of project activity and work plan 
➢ Provide necessary on budget planning, payment and grant to partner e.g. budget 

estimation for meetings, workshops and/or events and closely work with Project 
Coordinator for an effective project implementation 

➢ Ensure smooth procurement and payment process 
➢ Prepare activity report and notes from workshops, meetings and events, as well as 

gather relevant information and maintain registration 
➢ Facilitate the development and collecting of database from workshops and/or events to 

support project evaluation 
➢ Provide desktop research and analyses on relevant topics under ongoing Food Justice 

Programme working scope to support Oxfam’s and influencing work as required 
 

 

SKILLS, EXPERIENCE AND KNOWLEDGE  

Essential 
 
➢ Strong interpersonal, coordination and management skills 
➢ At least 1 year 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 
 
 
Desirable 

https://www.refinitiv.com/en/products/world-check-kyc-screening/world-check-one-kyc-verification
https://www.refinitiv.com/en/products/world-check-kyc-screening/world-check-one-kyc-verification
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➢ 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. 

 

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 

 
 Note to candidates: Shortlisted candidates will be assessed on our organisational values 
and attributes at the interview stage. The successful candidate(s) will be expected to 
adhere to our code of conduct. We encourage candidates to read and understand our 
code of conduct here. 

 

HOW TO APPLY 

 
Apply online 

 

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

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

• 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/alertregister/ 
 
 
 
 

 

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 

 

https://www.oxfam.org.uk/what-we-do/about-us/plans-reports-and-policies/code-of-conduct
https://jobs.oxfam.org.uk/
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/


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 

Influencing We have the ability to engage with diverse stakeholders in a way that leads to increased 

impact for the organization We spot opportunities to influence effectively and where there are 

no opportunities we have the ability to create them in a respectful and impactful manner. 

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. 

Relationship 

Building 

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

We have the ability to engage with traditional and non-traditional stakeholders in ways that 

lead to increased impact for the organization. 

Listening We are good listeners who can see where deeper levels of thoughts and tacit assumptions 

differ. Our messages to others are clear, and consider different preferences. 

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. 

Self-Awareness We are able to develop a high degree of self-awareness around our own strengths and 

weaknesses and our impact on others. Our self-awareness enables us to moderate and self-

regulate our behaviors to control and channel our impulses for good purposes.  

Enabling 

 

We all work to effectively empower and enable others to deliver the organizations goals 

through creating conditions of success. We passionately invest in others by developing their 

careers, not only their skills for the job.  We provide freedom; demonstrate belief and trust 

provide appropriate support. We give more freedom and demonstrate belief and trust, 

underpinned with appropriate support. 

 

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

