SATI
Position: Operations Manager

Type of contract: Full-time
Salary: 35,000- 40,000 per month
Location: Bangkok, Thailand, with occasional field travel

Application deadline: August 15, 2026
Interested candidates should send their application documents in PDF format to
operations.satifound@gmail.com.

About Sati

Sati Foundation is a nonprofit organization in Thailand supporting vulnerable youth and communities
through long-term programs focused on emotional well-being, education, and empowerment.

Our mission is to enhance the well-being and dignity of at-risk youth and families by providing accessible
mental health, education, and livelihood support, while fostering resilience, inclusion, and long-term
social impact.

Position Summary

The Operations Manager provides leadership and guidance to staff, helping the team work effectively and
consistently while ensuring Sati Foundation’s day-to-day operations run smoothly. The position covers
human resources support, external coordination, regulatory and audit documentation, process
improvement, project logistics, general office administration, and financial administration.

The Operations Manager works closely with the Director, project managers, staff, donors, partners,
government agencies, service providers, and auditors.

Key Responsibilities

1. Team Leadership, Guidance & Day-to-Day Support
e Provide practical leadership and guidance to staff, helping the team work effectively and manage
day-to-day responsibilities.
e Support staff in resolving operational issues, improving workflows, and coordinating across projects
and functions.
e Maintain clear communication, documentation, accountability, and follow-up across the team.

e Step in when staff require additional support or urgent operational capacity.

2. Office Management & General Administration
e Manage general office administration and support the smooth operation of the foundation’s day-
to-day activities.
e Coordinate with service providers, partners, donors, government agencies, and other external
stakeholders.
e Maintain orderly administrative records, internal systems, schedules, and documentation.

e Identify and implement practical improvements to internal processes and administrative
workflows.
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3. Project Logistics & Operational Support

Coordinate project logistics, including meals, flights, accommodation, transportation, per diem,
materials, and schedules.

Support field activities and ensure that project teams have the resources and information required
to deliver activities effectively.

Respond calmly and practically to urgent operational issues and emergencies.

4. Human Resources & Staff Support

Manage payroll inputs, attendance records, leave tracking, personnel files, and related HR
documentation.

Support staff training, performance evaluations, competency frameworks, and professional
development activities.

Provide basic workplace well-being and organizational support to staff within the limits of the role.

5. Social Enterprise, Sales & Inventory Support

Manage the foundation’s inventory and maintain accurate stock records and supporting
documentation.

Support product orders, customer communication, packing, shipping, and routine sales
administration.

Coordinate with staff and service providers to ensure orders are processed and delivered efficiently.

6. Compliance, Audit & Foundation Administration

Maintain project and organizational records in an orderly and audit-ready manner.

Prepare annual foundation reports, board records, tax documents, government filings, and audit
packages.

Coordinate with regulators, government agencies, auditors, donors, and funding partners as
required.

7. Financial Administration & Reporting

Prepare, verify, reconcile, and maintain monthly budget reports and financial cycles.

Process payments and disbursements and maintain supporting documents, including receipts,
reimbursement records, tax invoices, and donor documentation.

Support project managers with financial planning, budgets, expense documentation, and
reimbursement processes.

Provide practical guidance on financial planning and financial workflow processes.

Knowledge Areas

e Nonprofit financial management, budgeting, reconciliation, and financial reporting.

e HR processes, including payroll, attendance, leave management, staff records, and staff development.
e Thai nonprofit and foundation regulatory requirements.

e Basic organizational psychology and workplace well-being practices.

e Operations and logistics management for project-based work.
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Qualifications

Required

e Bachelor's degree or higher in Business Administration, Organizational Psychology, Public
Administration, Social Work, Labor and Welfare Management, or a related field.

e At least two years of experience in operations management, project administration, or a closely related
role.

e Experience in budget management, financial reporting, and coordination with donors or funding
partners.

e Fluent Thai and working-level intermediate to advanced English, including speaking, reading, writing,
and communication with international colleagues.

e Thai nationality.

e Strong organization, documentation, problem-solving, and follow-through skills.

e Comfortable using spreadsheets, shared online documents, and standard office software.

Preferred

e Experience in a nonprofit, foundation, social impact, or community-based organization.

e Experience preparing documents for auditors, regulators, boards, or donors.

e Experience supporting payroll, HR administration, project logistics, or inventory management.
e Familiarity with Thai foundation compliance and administrative processes.

We'd love to hear from you if you are...

e Self-directed, adaptable, emotionally intelligent, and focused on practical solutions.

e Committed to organizational ethics, transparency, accountability, and careful documentation.
e Comfortable working across teams and contributing to a supportive workplace culture.

e Able to balance routine administrative work with urgent requests and changing priorities.

e Interested in improving both organizational efficiency and staff well-being.

e Willing to travel occasionally and support field activities when needed.

What We Offer

e Social security and paid leave according to organizational policy.

e The opportunity to support programs serving vulnerable youth and communities.

e A collaborative work environment with exposure to nonprofit operations, donors, partners, and
community programs.

How to Apply
Applicants should submit a CV that includes:

e Education history.

e Work experience.

® Projects or initiatives you have worked on.

e Relevant skills in operations, finance, or human resources.
Submit all documents in PDF format by email to operations.satifound@gmail.com. Questions should be
sent only to this email address. Please do not contact Sati Foundation through social media regarding this
position.
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Office Address
134 Nakhon Sawan Road, Wat Sommanat Subdistrict, Pom Prap Sattru Phai District, Bangkok 10100

How to Get to the Office

You can take a taxi or ride-hailing service to Na Cafe at Bangkok 1899 or Satri Julanak School.
Alternatively, take the MRT to Sam Yot Station, Exit 1, and continue by motorcycle taxi or walk
approximately 1.7 km, which takes about 15-20 minutes.
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