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	Job Vacancy

(Project Coordinator)

	Good Neighbors International (GNI) is an international humanitarian and development organization with its headquarters located in Seoul, Republic of Korea. We are a non-profit, non-governmental organization and in General Consultative Status with the United Nations Economic and Social Council (UN ECOSOC). GNI coordinates emergency relief, medical programs, educational and training programs, as well as community development projects, which enhance the capacity of individual beneficiaries, participants, employers and host organizations, in order to meet the opportunities and challenges of a changing Myanmar. 


Good Neighbors International (Myanmar) is currently seeking motivated, efficient, experienced and dedicated candidate for Nyaung Tone Community Development Project (STN & YLE CDPs).

Job Title


- Project Coordinator (1 Post)

Location


- Nyaung Tone Tsp, Ayeyarwady Region.
Report to


- Managing Director
Functional Report                       - Operations Manager

Job Type


- Full Time

Application Closing Date
- 04 July, 2025.
Project Coordinator (STN & YLE CDPs)
Main Responsibilities
· Facilitate and ensure community’s response to the well-being of all the children and other vulnerable groups within the communities
· To implement and develop the funding strategy for the community (with Head Office Team) to support Organization’s aims and objectives

· Together with staff and facilitate the community work and take a leadership role in community development work.

· Help community development committees to identify their area of needs, prioritize those needs and address in a proper and effective way.

· Monitor the community with Planning, Monitoring and Evaluation process (ie; community’s capacity building process) and make sure that communities’ capacity is being progressively built up.

· Identify the training needs of the communities and committee members.

· Develop monthly and quarterly team activity plans, and make sure that these plans are in line with and supportive to the program/projects’ aim and objectives.

· Participate in carrying out program evaluations data collection, data analysis, recommendation and designing, report writing, etc.

· Initiate and facilitate awareness raising activities for the community.

· Organizing Income Generation Activities
Budgetary Control & Administrative management Tasks

· Develop, implement and maintain all systems that track resources flows (including budget variance reports) of project site operations;

· Making sure that all expenditures approvals are in line with GN Myanmar finance/Logistics/HR procedures (including approvals of vouchers with correct budget lines, quotations requests etc.)

· Assessment and planning of whole program expenditure in relation to allocated budget in order to make decisions for further project management;

· Provide general administrative and management support to team members.

Human Resources Management

· With support of Head Office HR team, de-briefing of GNIMMR procedures to the newly recruited project staff, performance evaluations of project staff;

· Responsible for overall Human Resource Management.

Partnership and Network
· Liaise, establish, strengthen and sustain working relationships with local authorities and community leaders, NGOs/INGOs based in the community and religious groups.
· Maintain good relationship with concerned government departments and other NGOs

· Establish personal and social networks to support GNIMMR activity
Coordination and Collaboration

· Participate in developing Plan of Action (PoA)

· Cooperate with Operations Team (HO) in developing program and mainstreaming projects
Reporting & Sharing

· Prepare monthly activity plan and report

· Report progress report to Operations Manager/Direct Supervisor.

· Keep project related information, documents and data and submit project progress report regularly and as required to Operations Team
· Responsible for regular reporting to Head Office and deal with problems and issues that emerge, as far as possible. It, the issue goes beyond own mandate and/or resources, bring it to attention of the relevant focal staff in Head Office.

· Responsible for regular reporting to local Government authorities.

Requirements/Qualifications;

The Project Coordinator at CDP of Good Neighbors International (GNI) Myanmar position requires.  

· Degree in management, other majors, or equivalent in development field and at least 3 years’ experience working in development projects. 

· Strong interpersonal and organizational skills with excellent oral and in English. 

· As a strategic thinker able to work successfully on multiple tasks simultaneously. 

· Works independently to conduct the day-to-day operations of the organization. 

· Should possess strong financial skills in financial management. 

· Have experienced in managing development processes and project cycle management in support of organizational goals. 
· Demonstrated ability to develop financial and narrative reports. 

· Able to manage many staff and ability to address conflicts as necessary. 

· Able to work under stressful situation. 

· Able to delegate and monitor the work of others and develop their skills. Able to coach and encourage others. 

· Able to plan and manage a variety of activities, setting appropriate priorities. 

· Able to work in dependently, asking for help when needed. 

· Proven development experience in a leadership role.

Good Neighbors (Myanmar) has a zero tolerance to any harm or sexual exploitation and abuse against any beneficiaries (or program participants). Safeguarding and Protection from Sexual Exploitation and Abuse (PSEA) is everyone’s shared responsibility and all GN employees and partners are required to adhere to GN’s Code of Conduct both during and outside working hours. If a GN employee is reported any alleged or found to be with malicious intent will be subject to disciplinary action being taken, including investigation, termination of employment and any other legal action will be taken.
2020
**CVs and incomplete forms will not be considered.
▶▶▶ Please complete and return this application form to 

No. (9-A), Aung Myay Thar Si Street, Kamayut Township, Yangon, Myanmar.

                    (Or) Email: recruitment@gnimyanmar.org
Notes : Due to urgent needs of the role, GNI would start the recruitment process before end of the closing date.

Notice: Only short-listed candidates who have required qualification and experience will be contacted for interview.
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Good Neighbors International (GNI) is an international humanitarian and development organization with its headquarters located in Seoul, Republic of Korea. We are a non-profit, non-governmental organization and in General Consultative Status with the United Nations Economic and Social Council (UN ECOSOC). GNI coordinates emergency relief, medical programs, educational and training programs, as well as community development projects, which enhance the capacity of individual beneficiaries, participants, employers and host organizations to meet the opportunities and challenges of a changing Myanmar.

Application for Employment
	Full Name:
	

	Position applied for
	

	Position based in (Location)
	

	Expected Salary
	


1.  Personal Information

	(Please insert your Passport size picture here)
	Name
	

	
	Gender
	

	
	Date of Birth
	

	
	Place of Birth
	

	
	Marital Status
	

	
	Nationality
	

	
	Religion
	

	Citizenship No.(NRC)
	

	Contact Number(s)
	

	E-mail Address
	

	Present Address
	

	Permanent Address 
	


2.  Family Information
	Name
	Relationship
	Date of Birth

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


3.  Education
A. University or equivalent
	Name
	Place & Country
	Attended From/ To
	Major and Degrees & Academic

	
	
	Month/Year
	Month/Year
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


B. Relevant training courses / learning activities (Please write details of other relevant training courses or learning activities which you feel may support your application)

	Name
	Place & Country
	Years Attended
	Certificates or Diplomas Obtained

	
	
	Month/Year
	Month/Year
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


4. Employment Record (Starting with your present post, list in reverse order every job you were engaged in. 
Use a separate block for each employment) 
	A. Position (Current or Recent)
	Working Period
	

	Name of Organization
	
	Type of Business
	

	Title of Post
	
	Name of Supervisor
	

	Address of Organization
	

	Salaries Per Annum
	Starting:                                         Final:

	Description of Your Main Duties

	· 


	B. POST (2)
	Working Period
	

	Name of Organization
	
	Type of Business
	

	Title of Post
	
	Name of Supervisor
	

	Address of Organization
	

	Salaries Per Annum
	Starting:                                         Final:

	Description of Your Main Duties

	· 


	C. POST (3)
	Working Period
	

	Name of Organization
	
	Type of Business
	

	Title of Post
	
	Name of Supervisor
	

	Address of Organization
	

	Salaries Per Annum
	Starting:                                         Final:

	Description of Your Main Duties

	· 


5. Languages (What is your Mother Tongue?       )
	Language
	READ
	WRITE
	SPEAK

	
	Basic
	Inter
	Advanced
	Basic
	Inter
	Advanced
	Basic
	Inter
	Advanced

	English
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


6. Other Skills

	List any office machines or equipment and computer programmes you use. 

	


7. General
	A. Please state how soon will you be able to start working for GNIMMR in case a contract is given to you?


	B. Do you have a valid driving license? Yes:       No:       If Yes, for what type of Vehicle:      

 FORMTEXT 
     


	C. Do you have had any serious health issues in the last five years? Yes:       No:       If Yes, please write down the illness:      

 FORMTEXT 
     


	D.  What are your Hobbies and Interests?      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

	a. Have you ever been convicted for a criminal offence? Yes:       No:       If “Yes”, please give details.      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     


	b. If you are offered a position with GNIMMR, we require a police report of your criminal status from the police department. Do you have any reservation regarding this? Yes:       No:       If “Yes”, please share:      

 FORMTEXT 
     

 FORMTEXT 
     


	c. Are you available for travelling to any project area if necessary? Yes: 


	E. Are you membership of any professional or specific society? Yes: 


	F. Where did you have information about this vacancy?
	Newspaper 
Other (please specify)      

	G. Have you ever been employed by GNIMMR? If Yes,
	Yes: 
Location: 

	H. Have you ever made an application to GNIMMR?
	Yes: 

	I. If Yes
	Position: 


8. Motivation with Evidence (Using no more than 1,000 words, please write a brief answer for the following questions with specific examples to support your statement)
	Please describe the reason why you are interested in this job advertise and outline relevant skills, experiences and abilities related to the position.

	


9. References (Please provide us at least two references)
	Name
	

	Position 
	

	Organization
	

	Location (Address)
	

	Phone no./ Email 
	

	Relationship with you
	


	Name
	

	Position 
	

	Organization
	

	Location (Address)
	

	Phone no./ Email 
	

	Relationship with you
	


10.  Applicant’s consent
	I certify that the statements made by me in this application of employment form are true, complete and correct to the best of my knowledge and belief. I hereby acknowledge that I have reviewed, understood the above statement and that I am aware of the fact that my personal information provided in this form will be processed by Good Neighbors International Myanmar or its representatives.
Signature: _________________________                                           Date: ______________

Good Neighbors (Myanmar) has a zero tolerance to any harm or sexual exploitation and abuse against any beneficiaries (or program participants). Safeguarding and Protection from Sexual Exploitation and Abuse (PSEA) is everyone’s shared responsibility and all GN employees and partners are required to adhere to GN’s Code of Conduct both during and outside working hours. If a GN employee is reported any alleged or found to be with malicious intent will be subject to disciplinary action being taken, including investigation, termination of employment and any other legal action will be taken.
(Please print name in case you do not have a digital signature)


**CVs and incomplete forms will not be considered.
▶▶▶ Please complete and return this application form to 

No. (9-A), Aung Myay Thar Si Street, Kamayut Township, Yangon, Myanmar.

Email: recruitment@gnimyanmar.org
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