
Bhutan Trust Fund for Environmental Conservation 

Position Description for Assistant Program Officer 

 

Position title:                       Assistant Program Officer  

Grade:                                  AO-IV 

Reports to:   Chief Program Officer 

Monthly remuneration: Commensurate with qualification and experience 

 

Job Responsibilities 

Under the supervision and guidance of the CPO and the Program Officer, the Assistant Program 

Officer will perform diversified program, administrative, and specific projects as outlined below: 

1. Serve as primary support to the CPO and the PO in all business matters; 

2. Assist program staff with project reviews, including routing proposals, preparing meeting 

agendas, and recording minutes; 

3. Plan and execute logistical operations, including planning and coordinating meetings and 

special seminars sponsored by the trust fund; 

4. Prepare brochures, periodic reports, and articles on trust fund programs, and reports, 

speeches and presentations for lectures and special events, as and when required; 

5. Provide information technology support to the secretariat’s operations; 

6. Coordinate in organizing logistical and travel arrangements for staff and visitors, and 

serve as primary liaison for visitors; and 

7. Assist with special projects as assigned by the Director, CPO and PO 

Working Relationships 

1. The Assistant Program Officer will report to the Director and CPO of the BTFEC; 

2. Interact frequently and maintain contact with all co-workers at BTFEC, grant seekers and 

grantees in government and non-government agencies, international agencies and donors, 

and the office of the Chairman of the Board; 

Experience  

1. Bachelor’s degree in biological conservation and/or natural resources management; 

2. Minimum two (2) years of administrative experience in project management, budgeting 

and oversight is desirable. 

3. Demonstrated capability to work and communicate with both scientist and non-scientist; 

Skills and abilities 

1. This position requires excellent oral and written communication skills, both in Dzongkha 

and English, analysis and cross-cultural sensitivity, with demonstrated diplomatic skills 

and a desire to work with local nationals and international specialists; 

2. Must have ability to translate objectives and results among different groups, including 

social scientists, natural scientist, business people, rural communities, and others; and 

3. Maintain high degree of creativity, ability to work within deadlines, and tolerance for 

work under difficult conditions. 


