
Vacancy for full-time position at the Seed Division 
 

Executive Assistant – ISSD Myanmar Project 
 

Department of Agriculture (DOA), Ministry of Agriculture, Livestock and Irrigation (MOALI) 

Integrated Seed Sector Development Programme in Myanmar (ISSD Myanmar) 

 

Duty station: Seed Division, DOA, Nay Pyi Taw  

 

Closing date of application: 29 May 2017 

 

The position 

The job advertised by this vacancy is for the position of Executive Assistant in the Integrated Seed Sector 

Development (ISSD) in Myanmar Project. You will work in a small team based at the Seed Division, 

consisting of a national project coordinator (fulltime), a project officer early generation seed (EGS) 

production (fulltime), two EGS advisors (part-time), a platform advisor (part-time) and a project advisor 

(part-time).The team closely collaborates with a second team based in Mandalay, consisting of four seed 

business experts (full-time). You will be supervised by the national project coordinator on a day to day 

basis. You will be responsible for assisting in the procurement and book keeping, and supporting all 

secretarial and practical work on travels, events and appointments. You will also provide logistical and 

secretarial assistance to the team of experts from Wageningen University & Research (WUR) when 

necessary.  

 

ISSD Myanmar  

The goal of ISSD Myanmar is to contribute to food security and climate resilience of smallholder farmers 

in the Dry Zone. The project does this through improving farmer access and uptake of quality seed of 

improved and well adapted varieties. This in turn should lead to a sustainable increase in agricultural 

productivity. The project was launched in April 2017 and phase out in December 2020. The project 

focuses on four regions in the Dry Zone, i.e. Bago East, Nay Pyi Taw, Mandalay and Sagaing, and will 

concentrate on three crop groups: rice, legumes and oilseeds.  

The project consists of three major components: (1) improving seed sector coordination; (2) improving 

early generation seed production and marketing; and (3) promoting seed business development for 

increasing local availability of quality seed. The first two project components will be coordinated and 

implemented by a project team based in Nay Pyi Taw; the third project component will be coordinated 

and implemented by a project team based in Mandalay. 

 

Key Responsibilities 

You will be specifically responsible for the secretarial, logistical and financial administrative support to 

the project. The project will organize a large number of events and trainings which need proper 

preparation and practical support. You will assist the experts working in the project, including fulltime 

and part-time staff hosted by DOA, the team from WUR, as well as external consultants from Myanmar 

and abroad. The project will have its own financial administrative system (book keeping and 

procurement), which will require preparations and compliance with government procedures. More 

specifically your responsibilities are: 

 

Budgets and reports: Assist the national project coordinator in preparing the annual financial budgets 

and reports.  

 

Financial administration: Support the other staff of the project in procurement of goods and services, 

travel arrangements and the book keeping of the expenses. Ensure that financial administrative 

processes in compliance with MOALI procedures as well as with the contract between DOA and WUR.  

 

Provide practical support to the ISSD events: Assist in the practical organization of events, including: 

preparation of invitations and sending them out, registration of participants, arrangement of transport, 

booking of venues, arrangement of workshop materials and payment of bills, doing the lay-out and 

printing of project documents and ensure that events are well-organized. 

 



Secretarial support: Answer all incoming phone calls and emails in a correct and polite manner. 

Undertake follow-up activities and ensure the agenda of the national project coordinator is up to date. 

Taking notes of meetings when required.  

 

The kind of person we are looking for 

An energetic and enthusiastic hard worker who is a team player and can work independently. Good 

interpersonal communication, financial-administrative and secretarial skills are required. Acting as a vital 

member of a dynamic team, staff members are expected to be flexible, reasonable, accommodating, and 

constructive and to actively contribute to making the working environment a happy one. A results 

oriented hard worker with strong organizational skills. As key support to the national project coordinator, 

this person must have an excellent track record of performing with high level of integrity, able to 

exercises good judgement, and maintain confidentiality. 

 

Experience, knowledge, and skills required 

Working and communicating effectively with diverse staff. Successful candidates will have a good ability 

to write in English.  

 

The Executive Assistant should have knowledge, experience, and skills in: 

- Managing petty cash 

- Reviewing and making payment requests in line with MOALI procedures 

- Basic cost accounting and maintaining financial ledgers 

- Preparing in procurement documents in line with the MOALI procedures 

- Organizing logistics and practical arrangements for workshops, seminars and trainings 

- Secretarial services (basic emails, photocopying and lay-outing of documents) 

 

Applicants must satisfy at least all of the following minimum requirements: 

- Diploma or BSc in accounting, secretarial practice, office management, project management, or 

related degrees 

- At least 5 years of experience using the skills and practicing the key responsibilities needed for 

this job 

- Documented proof of educational training and professional experience, along with the names and 

contact details for at least two references with whom you’ve worked in the past three years  

- Proficiency in written and spoken English and Burmese  

- Proficiency in Microsoft Word, Excel and PowerPoint packages  

 

Application information 

The gross salary for the position is MMK 600,000 per month (gross). Interested candidates are invited to 

send a well-formulated letter of motivation of no more than one page (in English) and their up-to-date 

full CV before 29 May 2017 by email to: vacancy.issdmyanmar@gmail.com ; 

directordoa.seeddivision@gmail.com 

 

 

All applications must include the job title in the subject line of the application email. 

 

Candidates that pass the first round of screening will be shortlisted according to the experience, 

knowledge and skills we are looking for. The interview date for shortlisted candidates will be announced. 

It is only at that stage that credentials such as scanned diploma copies and reference letters will be 

requested.  

 

For more information on the project, please contact: abishkar.subedi@wur.nl 
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