
 

 
 
Mission: Find, Help and Empower People in Need 

Values: Efficiency, Initiative, Integrity, Professionalism, Transparency. 
 

Job Title 
Management Support 
Officer 

Industry 
Non-government 
organisation (NGO) 

Job Location Chiang Mai, Thailand Report to Executive Director 

Employment Full-time Contract Type Permanent  

Position Profile 

 
Philanthropy Connections Foundation (PCF), is a Dutch-Thai foundation with an operations office in 
Chiang Mai, Thailand. We serve as a partner to locally-run organisations in Thailand, Cambodia, and 
Myanmar. Our programmes support education, migrants and ethnic minorities, refugees, 
healthcare, childcare, and women’s empowerment.  

We are seeking a Management Support Officer (MSO) to support the Executive Director (ED) in his 
role, and secondly, support and liaise with the team managers for Communications and 
Programme teams. 

Support and appropriate training, if necessary, will be given to the right candidate. Having the right 
skills, experience and passion is more important to us than having knowledge of software or tools. 

Interested applicants should send an email to info@philanthropyconnections.org that includes a 
short covering letter, your CV or LinkedIn profile, expected salary and three referees that we can 
contact (after notifying you). 
 

Position Responsibilities and Tasks 

Primary responsibilities and tasks  
 

 Assist the ED with working with the Communications and Programme teams in gathering, 
collating and distributing project information 

 Assist the ED in managing the relevant calendars, task lists and priorities. 

 Maintain data on the financial contributions by, and contact information on, donors and 
sponsors. 

 Monitor Facebook messages and the general email account. Respond or escalate 

appropriately. 

 Support the ED when representing PCF at various functions and event. Follow up contacts 
made and minute the events for internal use. 

 Assist the ED in writing communications to sponsors and stakeholders. 

 Take minutes at internal and external meetings. 

 Assist the ED with various office ad-hoc tasks. 
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Competencies 

Qualifications / Experience 

 Excellent fluency in English is required 

 Must have at least 1 years’ experience working with, or assisting, senior management  

 Previous experience with working with financial information 

 Previous experience working in a not-for-profit or NGO organisation is a plus 

 Previous experience or ability to work with a diverse team in an international environment 
is a plus 

Skills 

 Demonstrable analytical and critical thinking is a must 

 Extremely organised with great attention to detail 

 Proven record for meeting deadlines for multiple tasks, and prioritising responsibilities as 
needed 

 Very experienced using Word and Excel. 

 Previous experience working with WordPress, Box and Asana are a plus 

Attributes 

 Strong inter-personal skills and professional presence 

 Flexibility, diplomacy and listening skills 

 Self-motived and able to work both independently and, with support, with a team 

Benefits  

Salary: Local Thai remuneration, commensurate with experience. 
 
Benefits:  

 20 days’ paid vacation with annual unused rollover days (a maximum applies) 

 paid Thai national holidays 

 group health insurance 

 sick leave at full pay (a maximum applies) 

 7 personal leave days 

 the opportunity to travel to projects in Thailand 
 

 


