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MEMORANDUM

TO : The Directors
Policy and Planning Service
Human Resource Development Service

The Directors
BMB, EMB, FMB, MGB, LMB, ERDB

FROM : The Undersecretary

Policy, Planning and International Affairs
SUBJECT : JOB VACANCIES AT THE ASEAN SECRETARIAT
DATE : 11 January 2021

This refers to the letter dated 05 January 2021 signed by Assistant Secretary
Junever M. Mahilum-West, Office of ASEAN Affairs, Department of Foreign Affairs

regarding the current job vacancies at the ASEAN Secretariat:

1. Assistant Director, Enterprise & Stakeholders Engagement Division (deadline
for submission of application: 17 January 2021)

2. Assistant Director, Statistics Division (deadline for submission of application:
17 January 2021) and;

3. Senior Officer, Standards & Conformance Division (deadline for submission of
application: 15 January 2021)

Please be advised that ASEAN Secretariat Staff shall not be retained in active
service beyond the age of 60 years. Age shall not be more than 57 years old at the time
of application. Forms can be downloaded at www.asean.org/opportunitics/asec-
employment-form. You may send your application to asean.hr@ascan.org.

For your information and appropriate action, please.

ATTY. JPNAS R. LEONES

CC: The Assistant Secretary
Policy, Planning and Foreign Assisted and Special Projects

MEMO NOe2021=27

Let’s Go Green!!!
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M Gmall OUEIEA Secretariat <oueiea.denr@gmail.com>

J—db Vacancies at the ASEAN Secretariat

Summitries and ASEAN Coordinating Council Division-PH <asean.divi@dfa.gov.ph> Thu, Jan 7, 2021 at 8:02 AM
To: "Denise Enriquez Cheska C." <DeniseCheskaEnriquez@dti.gov.ph>, Jhomar Doriano <JhomarDoriano@dti.gov.ph>,
"Agatha Leigh A. Bongosia" <Agathal.eighBongosia@dti.gov.ph>, "Jan Redmond L. Dela Vega"
<JanRedmondDelaVega@dti.gov.ph>, Flor R Villar <frvillar@dswd.gov.ph>, External Affairs Division PDPB
<pead.pdpb@dswd.gov.ph>, Hannah Giray <hagiray@dswd.gov.ph>, "Ma. Carmella H Dongga-as" <mchdongga-
as@dswd.gov.ph>, Jonas Leones <jonasrleones@hotmail.com>, OUEIEA Secretariat <oueiea.denr@gmail.com>,
policy@denr.gov.ph, marlyn arzaga <marlyn_arzaga@yahoo.com>, Ma Elizabeth Dungo <dedethd@gmail.com>, Pacey
Dumlao <paceydumlac23@gmail.com>, "Patrick T. Aquino" <patrick.aquino@doe.gov.ph>, doeppb@gmail.com, "Jesus L.R.
Mateo" <jesus.mateo@deped.gov.ph>, Margarita Consolacion Ballesteros <margarita.ballesteros@deped.gov.ph>, Ena
Angelica Luga <ico@deped.gov.ph>, Bianca Velicaria <farida.velicaria@deped.gov.ph>, "Lily Freida M. Milla"
<Imilla@ched.gov.ph>, CHED IAS <ias@ched.gov.ph>, "Undersecretary Mario C. Villaverde" <villaverdemc@gmail.com>,
Joel Buenaventura <Jhbuenaventura.bihc@gmail.com>, Heidi Umadac <humadac.bihc@gmail.com>, Plans and Programs
Division <ndrrmc.secretariat@yahoo.com>, edwin salonga <edwinmsalonga@yahoo.com>, ASPAC ILAB
<ilab.aspac@yahoo.com>, dole.ilab@ymail.com, TESDA Project Development Division <po.pdd@tesda.gov.ph>, TESDA-
ODDG Policies and Planning <oddgpp@tesda.gov.ph>, Planning Office OED <po.oed@tesda.gov.ph>, Gemma Lorena
Reyes <glareyes@tesda.gov.ph>, Lilian Barco <lcbarco@yahoo.com>, Mylene Henson <hensonmy@yahoo.com>, sheila
salvio <presidentccp@yahoo.com.ph>, Rced Cslo <reed_cslo@yahoo.com>, CSC Tina Katharine Lim-Sison
<tina_limsison@yahoo.com>, NCCA International Affairs Office <ncca_iao@yahoo.com>, mdsegui@cwc.gov.ph, Cwchildren
Philgovenment <cwc@cwc.gov.ph>, Presidential Communications Office <osec.pco@gmail.com>, Rhea Kristine Cy
<rhea.cy@pia.gov.ph>, Ann Lorraine Badillos <annlorraine.badillos@pia.gov.ph>, William Beltran
<william.beltran@pia.gov.ph>, marketdev <marketdev@poea.gov.ph>, Jasmine Tandingan <jas.tandingan@nnc.gov.ph>,
Jigay Gawe <jigay.gawe@gmail.com>, "Ellen Ruth F. Abella” <ellen.abella@nnc.gov.ph>, Executive Director's Office
<edo@pcw.gov.ph>, Paul Anthony Pangilinan <ppangilinan@nyc.gov.ph>, junemrosales@gmail.com, International Programs
SMD <internationalprograms@nyc.gov.ph>, Support Services Division <supportservices@psc.gov.ph>,
pnac_sec@yahoo.com, Macropolicy Unit <macropolicy.unit@gmail.com>, jennifer.torio@napc.gov.ph, PADD POPCOM
<popcom.padd@gmail.com>, popcom_oed@yahoo.com, Office of the Head Executive Assistant DOTr <hea@dotr.gov.ph>,
ochietuazon@yahoo.com, International Cooperation Desk <icd@dotr.gov.ph>, RGEdillon@neda.gov.ph, Amelia Menardo
<aamenardo@neda.gov.ph>, mnurgel@neda.gov.ph, Maria Araceli Escandor <maescandor@gmail.com>, Director's Office
BFAR <bfar.director@gmail.com>, Benjamin Tabios <benjotabios@gmail.com>, jhong_gerardo@yahoo.com,
oasaiamails@dnd-ph.org, osecmig@gmail.com, Bureau of Immigration Philippines <immigPH@gmail.com>, "USEC Bemardo
Florece Jr." <bcflorece@dilg.gov.ph>, DILG PS-MED <Srd_psdilg@yahoo.com>, Wennie Lopez
<wennie.lopez86@gmail.com>, OPAPP OSEC <opapp.osec@gmail.com>, ATC PMC <atcpmc.mabini@gmail.com>,
directorate for plans and policies <dpp.pctc@gmail.com>, Office of the Executive Director DDB <execdir.ddb@gmail.com>,
Liane Angelica Kalacas <lamkalacas.ddb@gmail.com>, clarisse garcio <cergarcio@yahoo.com>, 0j5_iad@afp.mil.ph, OSS
Office <oss@marina.gov.ph>, unoclarissecortez@gmail.com, Plans and Program <cgS@coastguard.gov.ph>, "Ma. Teresa
Dueitas” <mtduenas@bsp.gov.ph>, Dulce Maria Valdivieso <dvaldivieso@bsp.gov.ph>, Windel Samaniego
<wsamaniego@bsp.gov.ph>, Dennis Gamaya <dgamaya@bsp.gov.ph>, Leo Lorenz D Balboa <Balboal.LD@bsp.gov.ph>,
amtb DICT INTL COOPERATION DIVISION <asean@dict.gov.ph>, ivin.alzona@dict.gov.ph, IFPO Policy
<ifg_ifpo@dof.gov.ph>, Mark Dennis Joven <mdjoven@dof.gov.ph>, extemnalaffairs.customs@gmail.com, leah samson
<elisesam@yahoo.com>, Policy and Intemational Cooperation Division <pdot.pficd@gmail.com>, "Jesus Cristino P. Posadas"
<jesus.posadas@doe.gov.ph>, Gimelda Luna <gimeldaluna@yahoo.com>, Office of the Assistant Secretary for Intemational
Cooperation <oasec_ic@dost.gov.ph>, Marco Bautista <marukobautista@gmail.com>, elalbano@tariffcommission.gov.ph,
mmsaluta@tarificommission.gov.ph, Eamarie Gilayo <eamarie.gilayo@minda.gov.ph>, Eamarie Gilayo
<eamariegilayo@gmail.com>, JONAMAE <jon.miral@minda.gov.ph>, "Atty. Allan B. Gepty" <AllanGepty@dti.gov.ph>, Edna
Villa <evilla@bsp.gov.ph>, Christian Joseph G Zosa <CGZosa@bsp.gov.ph>, Lyra Relator <Irelator@dof.gov.ph>,
yoromi@dnd.gov.ph, afpmcc@gmail.com, "DIA OA-5, PAF" <dia.plans.hpaf@gmail.com>, idct.a8@gmail.com,
dennisvillasenor@yahoo.com, nbootip@gmail.com, Irmargsino@gmail.com, "Usec. Ceferino S. Rodolfo"
<CeferinoRodolfo@dti.gov.ph>, dnapao@dof.gov.ph, "Ma. Teresa Habitan" <mhabitan@dof.gov.ph>, Beltran Gil
<gbeltran@dof.gov.ph>, rowena.guevara@eee.upd.edu.ph, "PH - Dr. Leah Buendia” <leah.buendia@dost.gov.ph>,
leahbuendia <leahbuendia@gmail.com>, Marco Antonio Bautista <marbautista@dost.gov.ph>, Zymar Bandola
<zpbandola@dost.gov.ph>, marietta_zamoranos@yahoo.com, amtb marilou mendoza
<mpmendoza@mail.tarifcommission.gov.ph>, amtb marilou mendoza <TC.Assist@mail.tariffcommission.gov.ph>, "Eleazar
E. Ricote” <eericote@ppp.gov.ph>, "Jericho |. Galang" <jigalang@ppp.gov.ph>, oadm@marina.gov.ph, odao@marina.gov.ph,
Jonas Leones <jonasrleones@gmail.com>, "Marcial, Jr. Amaro" <amaromarsjr@yahoo.com>, amaromarsjr@gmail.com, PSD
Document <psddivision@gmail.com>, Rlc_0219@yahoo.com, Fmb-director@mozcom.com, sddavidjr@yahoo.com,
sevillo.davidjr@nwrb.gov.ph, Elenito.bagalihog@nwrb.gov.ph, Susan.abano@nwrb.gov.ph, nenengandres@yahoo.com.au,
Meriden888@gmail.com, npd@bmb.gov.ph, normsmolinyawe@yahoo.com, corazondavis@yahoo.com,

https://mail.google.com/mail/w/2?ik=01a1 50d6de&view=pt&search=all&permmsgid=msg-f%3A1688184225820235731 &simpl=msg-f%3A16881842258... 1/3
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consolacioncrisostomo@yahoo.com, Ortegarq7 1@yahoo.com, Metodio_turbella@emb.gov.ph, karenpacpaco@gmail.com,
Edwin_navaluna@emb.gov.ph, mmmendozapawb@yahoo.com, Nilda Baling <nildasbaling@yahoo.com>,
elendenrccs@gmail.com, elenemb2002@gmail.com, Albert Magalang <albertmgg@emb.gov.ph>, Albert Magalang
<albertmgg@yahoo.com>, viosorio@yahoo.com, Office for Health Regulation <officeofusecmev@gmail.com>, Dr Marwynn
Bello <mwbello.bihc@gmail.com>, Allan Evangelista <aevangelista.bihc@gmail.com>, maria Lloren
<marialloren2019@gmail.com>, Aleli Annie Grace Sudiacal <aagsudiacal.bihc@gmail.com>, Juan Alfonso IV Perez
<jperez.bihc@gmail.com>, Maria Cristy Yuson <mcyuson.bihc@gmail.com>, Jocelyn Sosito <jsosito.bihc@gmail.com>, Jude
Daval-Santos <jdavalsantos.bihc@gmail.com>, "Usec. Arellano" <arellanoca@dole.gov.ph>, ILAB APLAD DOLE
<ilab.aseanph@gmail.com>, Executive Assistant Staff <eas@owwa.gov.ph>, oed@oshc.dole.gov.ph, cslo.rccd@csc.gov.ph,
"Bernard P. Olalia” <bpolalia@poea.gov.ph>, Deputy Director for Operations <mkjgbalmes@pcw.gov.ph>, PDAD Chief
<aebaleda@pcw.gov.ph>, pdad.chief@pcw.gov.ph, PDPMED- International Affairs <assarevalo@pcw.gov.ph>, PCW
international Affairs <international.affairs@pcw.gov.ph>, "Jigay B. Gawe" <jigay.gawe@nnc.gov.ph>, Office of the
Chairperson and CEO NYC <occeo@nyc.gov.ph>, Policy Division <policydivision@yahoo.com>, Cristabeth Madrigal
<bethmadrigal@nyc.gov.ph>, Juan Carlo Marquez <jcvmarquez.nyc@gmail.com>, "Paterna M. Ruiz"
<patmruiz.napc@gmail.com>, F Hombrebueno <fbhombre.napc@gmail.com>, Coi Hombrebueno <fohombre@gmail.com>,
Jennifer Torio <jdtorio@gmail.com>, Jennifer Torio <jdtorio@yahoo.com>, Cristopher Sabal <crsabal14@gmail.com>, Noriel
Miguel <nmiguel.napc@gmail.com>, raurdaneta@tesda.gov.ph, "Marissa G. Legaspi" <mglegaspi@tesda.gov.ph>, Rosalina
Constantino <rsconstantino@tesda.gov.ph>, Charlyn Justimbaste <charlyn justimbaste@tesda.gov.ph>, PTV SCIR
<ptvscir2018@gmail.com>, Elenita Directo <elenitadirecto@yahoo.com>, "Mary Kristerie A. Baleva"
<mkabaleva@aseanbiodiversity.org>, Michelle Balunan <michelle.balunan@psc.gov.ph>, "Stephanie Marie Emilia J.
Hermoso" <StephanieMarieEmiliaHermoso@dti.gov.ph>, Catherine Grace Lagunday <cgmlagunday@dswd.gov.ph>, Anjo
Benedict Fabellon <afabellon.bihc@gmail.com>, Noel M Macalalad <nmmacalalad@dswd.gov.ph>, Aaron James Ang
<afang@dof.gov.ph>, Neil Cabiles <ncabiles@dof gov.ph>, Ross Glyne Aquino <raquino@dof.gov.ph>, Mark Allen Biscara
<mbiscara@dof.gov.ph>, bacordorc@dnd.gov.ph, suertecd@dnd.gov.ph, valentincyrrel@gmail.com, )
mchermalyn@gmail.com, "DCS for MEP, CG-9" <cg9@coastguard.gov.ph>, am.merjudio@nsc.gov.ph, jgitau@ched.gov.ph,
anneluis@gmail.com, Anrea Paola Flores <daiad.seasia@gmail.com>, mariaerikananes08@gmail.com, Michelle Caoili
<macaoili.dotr@gmail.com>, ANA DOMINIQUE CONSULTA <admconsulta.dotr@gmail.com>, Lily Freida Macabangun- Milla
<lily.freida@gmail.com>, "Allan D. Rabe" <allan.rabe@doe.gov.ph>, dje.marmol@hotmail.com, .
mhvillanueva@mail.marina.gov.ph, Assistance & Coordinations Division <acd@psc.gov.ph>, aileen.serrano@popcom.gov.ph,
Icbarco41@gmail.com, Maria Cristy Yuson <mcyuson2.bihc@gmail.com>, rj_belesario@yahoo.com, . .
attyroelsaguid2014@gmail.com, “Levinson C. Alcantara” <lalcantara@poea.gov.ph>, emhipolito@poea.gov.ph,
monpastrana@yahoo.com, abalingit@poea.gov.ph, amtb atty giovani concepcion "
<gcconcepcion@mail.tariffcommission.gov.ph>, Kenneth Menor <menorkenneth10@yahoo.com>

Dear Sirs and Mesdames,

Attached is a letter from DFA-ASEAN on current job vacancies at the ASEAN Secretariat. Also included is the detailed
description for the job position, for your reference.

Kindly acknowledge receipt of this e-mail.
Thank you.

Sincerely,

Summitries and ASEAN Coordinating Council Division

Office of ASEAN Affairs

Department of Foreign Affairs

2330 Roxas Blvd., Pasay City, Metro Manila

Philippines

Tel Nos.: (+632) 834-3236; (+632) 834-3173

Email Address: asean.div1@dfa.gov.ph; aseanph.summitries@gmail.com; aseanph.divi@gmail.com

This email and any files transmitted with it are confidential and intended solely for the use of the individual or entity to whom they are
addressed. Please notify the sender immediately by e-mail if you have received this by mistake. Kindly delete it from your system and
please do not disclose, copy, distribute the contents of the information as this is strictly prohibited.

2 attachments

.E Job Vacancies at ASEC - Jan 2021 .pdf
38K

https://mail.google.com/mail/u/2?ik=01a1 50d6de&view=pt&search=all&permmsgid=msg-f%3A1688184225820235731 &simpl=msg-f%3A16881842258... 2/3




%

»m DEPARTMENT OF FOREIGN AFFAIRS
M‘ KAGAWARAN NG UGNAYANG PANLABAS

~
ety
o

OFFICE OF ASEAN AFFAIRS
VERY URGENT
Ref No. : DIV1-007-ASEAN-2021
Subject X Job Vacancies at the ASEAN Secretariat
Date : 5 January 2021

Mesdames and Sirs,

The Department informs the agencies of the ASEAN Matters Technical Board
(AMTB) of the following job vacancies at the ASEAN Secretariat:

1. Assistant Director, Enterprise & Stakeholders Engagement Division
(deadline for submission of application: 17 January 2021);

2. Assistant Director, Statistics Division
(deadline for submission of application: 17 January 2021); and

3. Senior Officer, Standards & Conformance Division
(deadiine for submission of application: 15 January 2021).

The job descriptions and call for applications for these vacancies are attached
for reference.

Very truly yours,
For the Secretary of Foreign Affairs:

/JUNEVER MAHILUM-kNEST

Assistant Secretary

ALL AMTB AGENCIES

2330 Roxas Bivd., Pasay City. 1300 Philippines
Tel. No. 834 - 4000
www.dfa.gov.ph




THE ASEAN SECRETARIAT
INVITES ASEAN NATIONALS TO APPLY
FOR THE FOLLOWING VACANCY

ASSISTANT DIRECTOR
ENTERPRISE & STAKEHOLDERS ENGAGEMENT DIVISION

Background:
The Association of Southeast Asian Nations (ASEAN) was founded in 1967 with the purpose of promoting

regional cooperation in Southeast Asia, in the spirit of equality and partnership and thereby contribute
towards peace, progress and prosperity in the region. ASEAN comprises ten (10) countries in Southeast
Asia. It was proclaimed a Community through the “Kuala Lumpur Declaration on ASEAN 2025: Forging
Ahead Together”, signed by the Leaders of ASEAN Member States at the 27th ASEAN Summit in 2015.
The ASEAN 2025 calls for the ASEAN Community to forge ahead together, and to work towards building a
community that is politically cohesive, economically integrated and socially responsible.

The ASEAN Secretariat was established in 1976 by the Foreign Ministers of ASEAN with the basic function
of providing greater efficiency in the coordination of ASEAN organs and for more effective implementation
of ASEAN projects and activities. It is also envisioned to be the nerve center of a strong and confident
ASEAN Community that is globally respected for acting in full compliance with its Charter and in the best
interest of its people.

In line with the ASEAN 2025 and the key aspirations of the three ASEAN Community pillars, namely: Political
Security Community, Economic Community and Socio-Cultural Community, supported by the Department
of Community and Corporate Affairs, the ASEAN Secretariat is inviting qualified ASEAN Nationals to apply
for the position of Assistant Director Enterprise & Stakeholders Engagement Division.
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Duties and Responsibilities:

Reporting to the Director of Market Integration Directorate, the Assistant Director shall be responsible to:

1. Manage the operational and administrative activities of the Division.

Manage, plan and approve tasks and activities of staff. Provide guidance/direction for staff on
operational matters. Foster teamwork and collaboration within the Division.

Conduct annual performance appraisals for staff and map out training and professional
development activities for individual staff.

Manage effectively all resources of the Division, including financial, physical and human resources.
Participate in and contribute to Divisional or Directorate management meetings.

2. Provide policy, technical advice and recommendations.

Conduct analysis and draft papers and briefs on the above areas and issues, and share information
with ASEAN Member States (AMSs) and where appropriate, with business stakeholders.

Provide policy and technical advice and recommendations on relevant matters, including suppying
inputs into the drafting of sectoral work plans (and similar documents) as well as agreements (in
liaison with the Legal Services & Agreements Division).

Provide speeches, inputs and talking points for ASEAN events and other events involving the
ASEAN Secretariat.

Facilitate negotiations and coordination among AMS.

Monitor progress against sectoral work plans (and simifar documents), including the AEC Blueprint,
and provide inputs and reports to the ASEAN Integration and Monitoring Office and the Programme
Cooperation & Project Management Division (PCPMD) where necessary.

Coordinate, facilitate and liaise with other divisions on issues relating to the private sector and to
obtain responses from the relevant ASEAN bodies to the issues and recommendation raised by the
private sector bodies, including the follow-up.

3. Overseeing the development, implementation and evaluation of programmes and/or projects in
support of the ASEAN micro, small and medium-sized enterprises (MSMEs) and public-private
partnership (PPE).

Develop, implement and evaluate programs in support of the above areas: initiate projects; manage
project approvals; manage project implementation (including coordinating with intemational
organizations and donors where necessary).

Assist with project implementation by providing technical inputs into projects (including serving as
technical resource person for workshops).

Conduct outreach and communication activities to the AEC's key stakeholders, in accordance with
the AEC communication plan.
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Where necessary, mobilise resources for project activites in coordination with the AEC Strategy and
Programme Cooperation & Project Management Division.

4. Supportand service the relevant ASEAN bodies of the ASEAN Economic Community, particularly
in the areas of SMEs and PPE.

Support in respect of inputs/materials in the meetings of the ASEAN Coordinating Committee on
SMEs (ACCSME), SME Advisory Board, SEOM, COW and higher ASEAN bodies, including the
ASEAN Summit.

Ensure that ASEAN Bodies are provided with appropriate substantive and administrative support
as required.

Serve as the focal point and effectively engage with AMS, Dialogue Partners and other
stakeholders, and ASEAN Business Councils drawing on input from other Divisions as necessary.
Represent the ASEAN Secretariat at ASEAN and Intemational forums as required.

Qualifications and experience:

Advanced university degree (Master's or equivalent degree) in relevant disciplines such as
Business Administration, or Management, Economics or International Relations.

Extensive management experience and related working experience with the private sector,
corporate, strategic planning skills with a minimum of six (6) years high-level experience in a
recognized specialized field.

Solid understanding of intemational and regional issues, and knowledge of and commitment to
ASEAN.

Demonstrated ability to lead and motivate staff in a complex work environment.
Sound financial, physical and human resource management skills.

Sound corporate, strategic and business planning skills.

Strong leadership, management and administration capabilities.

Strong interpersonal, negotiation and communication skills, including experience in cross-cultural
environments and intemational settings.

Proven ability to develop and maintain sound working relationships with government
representatives, public and private sector organizations and other stakeholders.
Commitment to consultative and collaborative approaches and work practices.

Proven ability to accuracy under pressure and adherence to deadlines, ability to produce working
papers, undertake analysis, write speeches and provide technical inputs.

Excellent command of English, written and spoken.
Ability to travel.
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Remuneration and Benefits:
Successful candidate will be offered a basic salary of USD 4,841 and attractive remuneration package

including housing, outpatient medical reimbursement, hospitalization & life insurance, children’s education
and gratuity. Subject to good performance during the probation, the candidate will be offered a fixed term
contract of three (3) years, inclusive of the six-month probationary period.

How to apply:
Send your application to asean.hr@asean.org highlighting your suitability and potential contribution to the

position together with a detailed CV, certified true copies of educational certificates and transcript for
Bachelor and Master degree, including PhD (if any), and complete ASEC Employment Application
Form attached with recent photograph. Applications sent without ALL the documents mentioned above will
NOT be considered.

Please indicate on the subject heading: Application for Assistant Director ESED.

Application documents should reach the ASEAN Secretariat by 17 January 2021. The Selection
Committee’s decision is final and only shortlisted candidates will be notified.

Note:

»  ASEC Empioyment Form can be downloaded at: www.asean.org/opportunities/asec-employment-form

 ASEAN Secretariat Staff shall not be retained in active service beyond the age of 60 years. Age shall
not be more than 57 years old at time of application.

ok kkkokk
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THE ASEAN SECRETARIAT
INVITES ASEAN NATIONALS TO APPLY
FOR THE FOLLOWING VACANCY

ASSISTANT DIRECTOR/HEAD OF STATISTICS DIVISION (ASEANSstats)

Background:

The Association of Southeast Asian Nations (ASEAN) was founded in 1967 with the purpose of promoting
regional cooperation in Southeast Asia, in the spirit of equality and partnership and thereby contribute
towards peace, progress and prosperity in the region. ASEAN comprises ten (10) countries in Southeast
Asia. It was proclaimed a Community through the “Kuala Lumpur Declaration on ASEAN 2025: Forging
Ahead Together”, signed by the ASEAN Leaders during their 27t Summit, 2015. The ASEAN 2025 calls for
the ASEAN Community in forging ahead together, and to work towards building a community that is
politically cohesive, economically integrated and socially responsible.

The ASEAN Secretariat was established in 1976 by the Foreign Ministers of ASEAN with the basic function
of providing greater efficiency in the coordination of ASEAN organs and for more effective implementation
of ASEAN projects and activities. It is also envisioned to be the nerve center of a strong and confident
ASEAN Community that is globally respected for acting in full compliance with its Charter and in the best
interest of its people.

In alignment with the ASEAN 2025 and Key Aspirations of the three ASEAN pillars of Political Security
Community, Economic Community and Socio-Cultural Community, supported by the Department of
Community and Corporate Affairs, the ASEAN Secretariat is inviting qualified ASEAN Nationals to apply for
the position of Assistant Director/Head of Statistics Division (ASEANstats).
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Duties and Responsibilities:

Reporting to Director for ASEAN Integration Monitoring Directorate, the duties of the Assistant Director/Head
of Statistics Division (ASEANstats) are listed below, but not limited to:

1. Coordinate, implement and monitor ASEAN statistical cooperation, including statistical capacity
building:

Lead the setting up of the directions of national/regional statistical development in line with the
ASEAN Community of Statistical System (ACSS) work plan and under the guidance of the ACSS
Committee and ACSS Sub-Committee on Planning and Coordination;

Lead the setting up of regional guidelines and frameworks for the development and harmonisation
of ASEAN statistics, under the guidance of the ACSS Committee and ACSS Sub-Committee on
Planning and Coordination;

Lead the monitoring of Key Performance Indicators in the implementation of the ACSS Strategic
Plan, ACSS Communication Plan, as well as the Implementation Plan on Policies and Guidelines
on Confidentiality, Data Sharing, and Dissemination of ASEAN Staistics:

Coordinate and monitor regional statistical cooperation as well as the facilitation of support to the
development of regional statistics;

Facilitate and coordinate the implementation of technical cooperation with intemational statistical
organisations, such as on the adoption/implementation of statistical standards, good practices, and
developmental activities in line with the ACSS work plan; and

Facilitate and coordinate the provision and implementation of technical assistance to ASEANSstats
as well as the ASEAN Member States, as appropriate.

2. Lead the compilation of ASEAN statistics, development and maintenance of ASEAN statistics
database and dissemination of ASEAN statistics, as well as the provision statistical support for
ASEAN initiatives, planning, policy analysis, and monitoring, under the three pillars of the
ASEAN Community

Oversee the collection, production, validation, and dissemination of statistical information, as well
as development and updating of statistical database and website;

Lead the preparation and dissemination of statistical reports, publications, and other statistical
information materials;

Oversee the provision of statistical services, statistical information updates including web-based
statistics, and other user support services and responsible for the visibility of ASEAN statistics;
Lead regional statistical activities in the harmonization of key statistics relevant to integration
monitoring; and

Oversee the facilitation of support to the three pillars of the ASEAN Community in collating other
relevant statistical indicators on integration monitoring.
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3. Promote closer user-producer consultation and producer-producer coordination, greater
advocacy, and assessing statistical requirements of the three pillars of the ASEAN Community:

e Lead the coordination and collaboration among data producers, users and stakeholders in defining,
prioritising, producing, collecting and disseminating ASEAN statistical indicators;

e Conduct statistical advocacy for greater support towards the development of relevant statistical
indicators in support of the planning, policy analysis, and monitoring of ASEAN initiatives under the
three pillars of ASEAN Community;

e Lead the preparation of periodic reports on the progress of regional cooperation in statistics and
other relevant policy/conceptfissues papers for ASEAN bodies; and

e Coordinate policy inputs from the concemed ASEAN bodies, for ASEAN statistical planning,
programmes, and initiatives development.

4. Lead the planning, management, capacity building and monitoring of work and human resources
of the ASEANStats to sustain quality of work and efficient delivery of services

e Lead the preparation, implementation and monitoring of ASEANSstats’ deliverables in compliance
with international quality standards and other management and administrative processes;

e Lead the preparation of ASEANSstats’ budget and work plan; and

¢ Oversee the effective performance and continuing professional development of ASEANSstats’ staff.

5. Perform other duties as assigned by Director for ASEAN Integration Monitoring Directorate
(AIMD) or higher authority.

Qualifications and experience:
o Advanced degree (PhD desirable) in Statistics, Economics, Econometrics or other relevant areas.

* Atleasteight (8) year of experiences in govenment, academics, or intemational organisation, involving
statistical development, standards, analysis, and dissemination. A good command of macro- and socio-
economic statistics, including Intemational Merchandise Trade Statistics, Foreign Direct Investment
Statistics, Statistics of Intemational Trade in Services, Balance of Payment, MDG/SDG and National
Accounts, as well the issues and initiatives on the harmonisation of statistics, is preferred

At least six (6) years’ experience in a supervisory capacity, and with good mentoring and team-
development capabilities.

* Extensive knowledge of intemational standards for statistics, with vast experience in designing,
monitoring, and evaluating statistical business process and statistical quality assurance.

e Good IT skills, adequate knowledge/appreciation of IT applications in statistics and relevant statistical
software such as SAS/SPSS, SQL, Microsoft Access, TSP/STATA, or relevant software are preferred.

» Demonstrated skills in analysis, problem solving, planning and development of policies and procedures.
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* High-level interpersonal, negotiation and communication skills, including the ability to develop and
maintain sound working relationship with government officials, public, and other stakeholders.

e Sound financial, physical and human resource management skilis, with demonstrated ability to lead and
motivate staff in a complex work environment.

Commitment to teamwork and collaborative work practices, as well as prove ability for accuracy under
pressure and adherence to deadlines.

o Excellent command of English, written and spoken.

Remuneration and Benefits:
Successful candidate will be offered a basic salary of USD 4,841 and attractive remuneration package

including housing, outpatient medical reimbursement, hospitalization & life insurance, children’s education
and gratuity. Subject to good performance during the probation, the candidate will be offered a fixed term
contract of three (3) years, inclusive of the six-month probationary period.

How to apply:
Send your application to asean.hr@asean.org highlighting your suitability and potential contribution to the

position together with a detailed CV, certified true copies of educational certificates and transcript for
Bachelor and Master degree, including PhD (if any), and complete ASEC Employment Application
Form attached with recent photograph. Applications sent without ALL the documents mentioned above will
NOT be considered.

Please indicate on the subject heading: Application for Assistant Director Statistics Division.

Application documents should reach the ASEAN Secretariat by 17 January 2021. The Selection
Committee’s decision is final and only shortlisted candidates will be notified.

Note:

 ASEC Employment Form can be downloaded at: www.asean.org/opportunities/asec-employment-form

 ASEAN Secretariat Staff shall not be retained in active service beyond the age of 60 years. Age shall
not be more than 57 years old at time of application.

ok ok ok ok ok ok
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THE ASEAN SECRETARIAT
INVITES ASEAN NATIONALS TO APPLY
FOR THE FOLLOWING VACANCY

SENIOR OFFICER
STANDARDS & CONFORMANCE DIVISION

Background:
The Association of Southeast Asian Nations (ASEAN) was founded in 1967 with the purpose of promoting

regional cooperation in Southeast Asia, in the spirit of equality and partnership and thereby contribute
towards peace, progress and prosperity in the region. ASEAN comprises ten (10) countries in Southeast
Asia. It was proclaimed a Community through the “Kuala Lumpur Declaration on ASEAN 2025: Forging
Ahead Together’, signed by the Leaders of ASEAN Member States at the 27th ASEAN Summit in 2015.
The ASEAN 2025 calls for the ASEAN Community to forge ahead together, and to work towards building a
community that is politically cohesive, economically integrated and socially responsible.

The ASEAN Secretariat was established in 1976 by the Foreign Ministers of ASEAN with the basic function
of providing greater efficiency in the coordination of ASEAN organs and for more effective implementation
of ASEAN projects and activities. It is also envisioned to be the nerve center of a strong and confident
ASEAN Community that is globally respected for acting in full compliance with its Charter and in the best
interest of its people.

In line with the ASEAN 2025 and the key aspirations of the three ASEAN Community pillars, namely: Political
Security Community, Economic Community and Socio-Cultural Community, supported by the Department
of Community and Corporate Affairs, the ASEAN Secretariat is inviting qualified ASEAN Nationals to apply
for the position of Senior Officer Standards & Conformance Division.
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Duties and Responsibilities:
Reporting to the Assistant Director/Head of Standards & Conformance Division, the Senior Officer shall be
responsible to:

1. Coordinate and support the meetings in the area of STRACAP
e Provide support on the development and implementation of programmesiinitiatives.
¢ Monitor and coordinate meetings to facilitate discussions and negotiations.
e Provide support as a resource person.

2. Coordinate activites and provide required support for the implementation of programmes
and projects funded by Dialogue Partners in this area.

o Provide input on the development of technical assistance programmes with FTA/Dialogue
Partners.

Support the monitoring and implementation of technical assistance programmes.

Review the implementation of programmes and recommend follow-up actions in line with
needs.

3. Support the ASEAN bodies with regards to sectoral meetings.
o Prepare agenda and/or report of the meeting for adoption.
e Prepare and present policy papers.
e Provide support as a resource person for the meeting.
e Prepare mission reports and follow-up actions

4. Disseminate information as required
e Speak at seminars, workshops and training courses as required.

e Respond to enquiries from researchers, public/private sectors, other sectoral bodies and
other stakeholders.

» Prepare Press Releases, speeches, presentations materials as necessary.

Qualifications and experience:
e Advanced university degree in Management, Economics or other appropriate specialist discipline

such as science based with a minimum of three (3) years of relevant experience in the field of
standards, technical regulations, conformity assessment, and/or metrology areas. A Bachelor in
similar disciplines with not less than five (5) years' relevant working experience shall also be
considered.

e Extensive supervisory experience, with management position.

e High level technical skills and knowledge in the area of responsibility.

o Demonstrates skills in problem solving, planning and development of policies and procedures.

o Demonstrates ability to motivate staff and work effectively with people at all levels of the
organisation.

» Demonstrates sound oral and written communication skills, interpersonal skills, including
experience in cross-cultural environment and intemational settings.

o Demonstrates commitment to collaborative work practices and ability to develop and maintain
sound working relationships with stakeholders.
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» Experience in identifying training and professionalitechnical development needs of staff.

e Competency in computer skills with adequate knowledge of Microsoft Office and Outlook where
relevant to the position.

e Excellent command of English, written and spoken.

Remuneration and Benefits:
The successful candidate will be offered a basic salary of USD 3,385 and attractive remuneration package

including housing, outpatient medical reimbursement, hospitalization & life insurance, children’s education
and gratuity. Subject to good performance during the probation, the candidate will be offered a fixed term
contract of three (3) years, inclusive of the six-month probationary period.

How to apply:
Send your application to asean.hr@asean.org highiighting your suitability and potential contribution to the

position together with a detailed CV, certified true copies of educational certificates and transcripts
for Bachelor and Master degrees, including PhD (if any), and completed ASEC Employment
Application Form with a recent photograph. Applications sent without ALL the documents mentioned above
will NOT be considered.

Please indicate on the subject heading: Application for Senior Officer Standards & Conformance
Division.

Application documents should reach the ASEAN Secretariat by 15 January 2021. The Selection
Committee’s decision is final and only shortlisted candidates will be notified.

Note:

¢ ASEC Employment Form can be downloaded at: www.asean.org/opportunities/asec-employment-form

o ASEAN Secretariat Staff shall not be retained in active service beyond the age of 60 years. The
applicant's age shall not be more than 57 years old at time of application.
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