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JOB DESCRIPTION

NDI works with democratic institutions in every region of the world to build political and civic
organizations, safeguard elections, promote citizen participation, strengthen openness and
accountability in government.

Founded in 1983, the National Democratic Institute for International Affairs (NDI) is a nonprofit,
nonpartisan organization working to strengthen and expand democracy worldwide.
Headquartered in Washington, D.C., NDI maintains offices in over 65 countries on four continents.
In Thailand, NDI implements programs designed to facilitate public participation in the budget
process at the local and national level, and enhance interaction between citizens, CSOs and
Members of Parliament at the national level.

The National Democratic Institute for International Affairs (NDI) seeks a full time Program Officer
with excellent program and data management/analysis skills to lead the program's monitoring and
evaluation process, documenting program results and achievement, and compiling program
reports. The Program Officer will establish the program’s monitoring and evaluation system,
create data collection tools, handle regular data collection and all aspects of data validation,
analysis of results, and reporting in addition to supporting any program baseline, midterm and
final evaluations, liaise with implementing partners; and provide guidance and oversight on the
collection of program data. This position will be based in Bangkok and will report to the Program
Director, but will work closely with the Asia monitoring, evaluation and learning (MEL) lead in DC
for purposes of consistency in practice across the organization and as an additional technical
resource. Candidates must have active legal authorization to work in Thailand.

ESSENTIAL DUTIES AND RESPONSIBILITIES
® Supports the program team in the implementation of all program activities;

® Assists in communication with civil society organizations, members of parliament and
parliamentary staff, political parties and others as directed,;
® |eads MEL plan implementation for all programs, requiring:

* Familiarity with qualitative and quantitative research methodologies; experience with
data collection using any of the following: surveys, semi-structured interviews, focus
groups, or other participatory methods; and documentation of events through direct
observation and secondary data collection;

* Familiarity with creating data collection tools such as surveys, interview questions
and other methodologies;

* Familiarity reading and implementing program logic models;



= Utilize data collection and analysis protocols for both qualitative and quantitative
data, and easy-to-use forms, guides and interview agendas, as well as the creation
of data collection tools;

* Writes activity reports and success stories as directed by the Program Director;

* Establishes and maintains a data management system using Google Sheets, Excel,
Access, or other data management and analysis software.

® Provides advice to the relevant program manager on aligning the program activities with
corresponding indicators;

Oversees maintaining and updating of NDI Thailand contacts database;

Provides information, insight and drafting support in preparation of weekly, monthly and
quarterly reports;

Conducts verbal and written translation as needed;
Administers NDI Thailand Shared Calendar;
Performs other duties as assigned.

EDUCATION AND/OR EXPERIENCE

University degree in political science, international relations, law, human rights, public
administration, social science, or related subject;

Minimum of four (4) years of relevant work experience related to implementation of
governance programs. Work experience in international non-governmental organizations
(NGOs) and/or experience in MEL is strongly preferred.

REQUIRED SKILLS AND ABILITIES

Experience in supporting international development programs and familiarity with donor
reporting requirements preferred (i.e. USAID etc.);

Skills /fexperience in monitoring and evaluation is required;
Experience in writing political updates and activity reports;

Experience in coordinating with partners for the purpose of organizing workshops and
conferences, and implementing other program activities;

Strong interpersonal skills and demonstrated ability to communicate clearly, effectively,
and with cultural sensitivity;

Very good oral and written communication skills in English and Thai;

Experience in working with civil society, government institutions or political parties, and
familiarity with the political situation in Thailand preferred;

Skills on social media management preferred,;

Experience with Word, Excel, Google Apps (Gmail, Calendar, Drive, etc.), and
PowerPoint required; Access preferred.

This position is open to Thai nationals only. The anticipated start time will be in February 2025.

The position is full-time and based in Bangkok. Interested candidates should send a CV and
letter of interest to Thailand@ndi.org by January 29, 2025. Only short-listed candidates will
be contacted and suitable candidates may be contacted before the deadline.

Contact: eefendija@ndi.org
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