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Junior Administrative Specialist

Sustainable Mitigation through AWD+ for Rice Systems Transformation in Thailand
GIZ International Services (InS)

The project “Sustainable Mitigation through AWD+ for Rice Systems Transformation in Thailand (SMART
AWD+)” is implemented by GIZ International Services (InS), in close collaboration with the GIZ country office
in Bangkok. The project aims to deliver scalable greenhouse gas emission reductions in the Thai rice sector
by promoting the large-scale adoption of Alternate Wetting and Drying (AWD) and other climate-smart
agriculture practices, thereby supporting a transition away from conventional continuously flooded rice
systems. It is designed to reach approximately 30,000 farmers and generate around 1.1 million Internationally
Transferred Mitigation Outcomes (ITMOs) by 2030 through a results-based financing approach. The project
is commissioned by the KIiK Foundation and implemented under Article 6.2 of the Paris Agreement, in line
with the bilateral agreement between Switzerland and Thailand signed in 2022, contributing to the
mobilisation of climate finance while supporting large-scale sustainable agricultural transformation.

We are looking for a Project Administrative Specialist (Bangkok) to support the project “Sustainable
Mitigation through AWD+ for Rice Systems Transformation in Thailand (SMART AWD+)”, implemented by
GIZ International Services (InS) in Thailand

Job highlights:

e Job with purpose: Work for a paradigm shift in Thai rice farming to achieve ambitious climate targets
e Central role: Keep a large, multi-site project on track through structured coordination and planning
e Dynamic team: Join an international and dedicated team working across Bangkok and the field offices

The Project Administrative Specialist will be based in the Bangkok office and will carry out the tasks outlined
below.

Your tasks
Financial and administrative management:

e Manage the day-to-day administrative matters of the project office in Bangkok in cooperation with the
OM, Administration and finance team,

e Prepare, check and process financial documentation, including expense claims, cash advances, invoices
and settlements, in line with GIZ financial rules and procedures (PuR),

e Support budget monitoring and the preparation of financial overviews in coordination with the Team
Lead and the finance team,

e Check and consolidate administrative and financial documentation submitted by the field offices and
advise field-based administrative staff on GIZ processes,

e Support the preparation and implementation of internal controls and audits and ensure that supporting
documents are complete and properly filed.

Procurement and contracting:

e Support the procurement of goods and services in line with GIZ procurement rules, including obtaining
quotations, preparing documentation and tracking deliveries, as well as creating procurement requests in
the GIZ SAP system,

e Support the preparation and administration of contracts with service providers and consultants, including
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monitoring of contract timelines and payment schedules, Maintain inventory records for project
equipment and assets

Logistics and event support:

¢ Organise logistics for workshops, trainings, meetings and field visits, including venue arrangements,
travel bookings and per diem calculations,

e Support the travel arrangements of project staff and visiting delegations in line with GIZ regulations.

Document and knowledge management:

e Manage project-related documents, both physical and electronic, ensuring proper filing, storage, and
version control according to GIZ guidelines,

e Support the retrieval and organisation of project documents for reporting, audits, or partner requests,

e Perform other duties and tasks as assigned by the management and required by the team.

Required Qualifications and Competencies

¢ Have rights to work in Thailand without any restrictions.
Educational background

e Bachelor’s degree or equivalent qualification in Business Administration, Finance, Accounting, or a
related field.

Professional experience

o Atleast 3 years of relevant work experience in administration, finance or office management, preferably
in an international organisation or project setting,

e Experience with financial procedures such as expense processing, cash advance handling and invoice
checking,

o Experience with procurement and contract administration is an advantage,

e Familiarity with GIZ rules and procedures is a strong asset.

o Familiarity with S4/HANA SAP environment is a strong asset.

Personal and social skills

e Strong organisational skills with high attention to detail and accuracy in documentation and financial
records,

o Ability to manage multiple tasks and meet deadlines,

e Good coordination and communication skills, able to work closely with Bangkok-based and field-based
teams,

o Ability to work independently while being a reliable team member,

e Self-motivated, flexible, and resourceful, with a proactive and service-oriented mindset.

Language and ICT requirements

o Excellent command of the Thai language, both written and spoken; good command of English,
e Proficiency in MS Office applications (Word, Excel, PowerPoint) and Microsoft Teams
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Duty station and timeframe:

The position will be based in Bangkok. This will be a fixed-term, starting as soon as possible and running for
one year, with the possibility of extension.

Please carefully read this announcement and submit a CV AND a cover letter in English or Thai to
aroonratt.soontonbura@giz.de .

The deadline for applications is 18 September 2026. Only shortlisted candidates will be contacted.

GIZ Thailand is an equal opportunity employer and actively encourages gender diversity within the company
and operations.

GIZ Office Thailand
193/63 Lake Rajada Office Complex, New Ratchadapisek Road, Klongtoey, Bangkok 10110

https://www.qgiz.de/en/html/index.html

https://www.youtube.com/channel/UCeyVDmQIGbPvII5Ccob91JQ

https://www.youtube.com/user/GlZonlineTV
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