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Hello from Friends-International
We’'re looking for an

ADMINISTRATION OFFICER

Are you well organized and skillful with secretarial tasks? Join us in utilizing your
skills to support our teams in safeguarding children wherever they may be!

WE ARE

Friends-International (FI) is an NGO established in Phnom Penh in 1994, with a vision for a world where every
child, young person, and caregiver is safe and has access to education, training, and job opportunities. Our
teams consists of more than 400 #EverydayHeroes (Social Workers, Teachers, Trainers, Employment Officers,
Admin team etc.) who operate in Cambodia, Thailand, Laos, Indonesia, Myanmar, and Europe, working with
partners to provide innovative services. Our projects are carefully integrated and include child protection,
migration, harm reduction, education, alternative care, vocational training, social businesses, employment,
NGO networks, and more.

THE ROLE

As the Administration Officer you will:

¢ Maintain the administration system for our International Coordination Office based in Phnom Penh

e Support team in expanding the Partnerships Program for the Protection of Children (3PC) Cambodia
This is an exciting opportunity for someone to join our team and grow as a professional within our multicultural
work environment!

Does this describe you?
e You are a dynamic team player, passionate about the protection and education of children and youth
e You love learning new things through challenging tasks and responsibilities
e You enjoy interacting with others and have good organization skills
e Your skills include drafting official letters, reports, engaging with government officials, and preparing
and organizing documents
e You are experienced in asset and stock management
e You are experienced in IT tools, particularly in Microsoft Office/365, and can quickly master new technology
e You are a native Khmer speaker and you are fluent in English
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These would be examples of some of your daily responsibilities. Would you enjoy
them?

Cultivate an environment-friendly document management system (both in hard and soft copy), ensuring
efficiency in organization and effortless retrieval

Play a crucial role in maintaining optimal stock levels of supplies, avoiding both stockouts and excess,
to meet the dynamic needs of the workplace

Maintain strong partnerships by supporting liaison activities with various stakeholders, including
government bodies, NGOs, donors and suppliers

Provide support with logistics by ensuring well organized team meetings, trainings, travels etc.
Unleash your linguistic ability by translating essential documents between English and Khmer and vice versa
Lead the coordination and organization of Guards and Cleaners, ensuring a perfect balance between
office hygiene and security

Collaborate with colleagues from Cambodia, Thailand, Laos, Indonesia, and Myanmar on innovative
administrative processes

And others.

Sounds good!? Great! Please email your CV with your Cover Letter and salary expectations now to
hr@friends-international.org and let’s talk more.

In compliance with our Child Protection Policy and Protection against Sexual Exploitation and Abuse
Policy, all applicants will undergo an extensive background check.

Freerds fea/r;
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