
WORLD WILDLIFE FUND

BHUTAN PROGRAM
POSITION DESCRIPTION
Position Title
: Programme Secretary (PS)
We are passionate, creative and dedicated Conservationists, always willing to push the boundaries, a great team player and overall, a good good human being, who understands and appreciates the value of leading by example and willing to travel extensively in the field. 

We are driven by the WWF Core Values:
•
Results, that are committed to achieving conservation 

•
Integrity, with honesty, responsibility and accountability 

•
Respect, for unique skills and perspectives of employees and partners we work with.

I. Major Function:
The incumbent has the dual function of (i) Programme Secretary assisting the administration of logistics operations, (ii) Executive Assistant to the Country Representative and the two Directors of Programme and F&A in ensuring efficient and effective office day to day functioning
II.
Major Duties and Responsibilities:

1. The Programme Secretary will be responsible to manage the Country Representative’s correspondence, appointments, travel, bookings, PNC account, etc. Also performs general office administrative duties as required, including photocopying, and maintaining general correspondence files for the CR, and two Directors.
2. Responsible for providing logistics support for all staff travel and for keeping detailed travel record and managing WWF Bhutan carbon footprint.
3. Coordination/organization of workshops/seminars/meetings including audio-visual arrangements, assembling materials, displays and exhibits, supplies and arranging venue as required.
4. Assist the Admin Officer in planning and implementing a sound and sustainable procurement process, including sourcing, supplier selection and evaluation and quality management.  Must ensure compliance with organizational policies and procedures and implementation of internal controls.
5. Responsible for maintaining and updating the inventory, including lease and storage of all re-useable and all common equipment. 
6. Performs any other duties as may be necessary and as assigned by the Supervisor.
III. 
Working Relationships:

Internal: The PS has to work closely with all WWF Bhutan staff. S/he will work closely with the F&A to ensure proper coordination and adherence to WWF policies.
External: The PS has daily contact with service providers, suppliers and contractors and occasionally with individuals from the networks and conservation partners.
IV.
Minimum Requirements:
Education/Experience:  College degree or equivalent with at least two years of relevant experience from a similar function or administrative jobs encompassing secretarial, logistics and supplies.
Skills and abilities 

· Fluency in English and Dzongkha, as well as familiarity with local dialects.
· Able to use job related computer software and databases.  Proficient in Microsoft Office package, in particular Word, Excel and Powerpoint, is required.  Sound knowledge of Excel based analytical tools.
· Ability to analyze priorities and complete work with minimal supervision and ability to meet deadlines. 
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