¥ailSah / Sati Foundation

Usznafuaiasau: g3an1seufiAnis / Job Announcement: Operations Manager

“yuaimatasuil 31 nangieu 2569 / Application deadline is July 31, 2026+
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Position Operations Manager Employment Type
Ae/uNun dheuifns A01UNVINNIY
Department Operations Location

iagdiingy / Office Address: 134 auuuAsaIssA uvinlautla lwnvenusudnging ngummavIuAs 10100
134 Nakhon Sawan Road, Wat Sommanat Subdistrict, Pom Prap Sattru Phai District, Bangkok 10100
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Full-time Employee
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Bangkok (Main Office), with

occasional field travel
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Bachelor's degree or higher in Business Administration, Oreanizational Psychology, Public Administration, Social Work (Labor

and Welfare Management), or a related field.
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At least 2 years of experience in operations management or project administration. (Nonprofit sector experience is an

advantage.)
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Qualifications Experience in budget management, financial reporting, and coordination with donors or funding partners.
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Fluent in Thai, intermediate-to-advanced English (able to listen, speak, read, and write at a working level, as the role

requires working with foreign colleagues)
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Thai nationality
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About SATI Foundation o o . . »
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.
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Mission 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.
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The Operations Manager at SATI Foundation plays a central role in ensuring smooth and efficient organizational operations, covering financial management, HR

support, external coordination, compliance documentation, process improvement, and administrative functions.
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AMUSURRYBUNAN / Key Responsibilities
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Coordinate with external partners, donors, and government agencies
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Prepare monthly budget reports, process payments, and manage financial cycles
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Support project managers in financial planning and documentation
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Maintain project financial documents and prepare compliance documentation for regulators and auditors
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Provide consultation on financial planning and workflow processes
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Coordinate project logistics (meal orders, flight bookings, accommodation, transportation, per diem)
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Manage payroll-related data, HR records, and staff development programs
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Provide basic organizational psychology consultation to staff
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Handle urgent issues and operational emergencies; participate in project activities when manpower is insufficient
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Manage general office administration and support product sales and inventory management

519a2198A91U / Work Details
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Prepare, verify, and reconcile monthly budget reports and financial cycles
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Organize and maintain financial records including receipts, reimbursements, tax invoices, and donor documentation
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Prepare regulatory documents including annual foundation reports, board records, tax filings, and audit packages
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Manage payroll inputs, attendance records, leave tracking, and HR-related documentation
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Support design of staff training programs, performance evaluation, and competency frameworks
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Coordinate logistics and administrative tasks that enable smooth project delivery and field activities
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Manage inventory, product orders, customer communication, and shipping for the foundation's social enterprise
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Nonprofit financial management and budget reporting
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HR processes including payroll, leave management, and staff development
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Thai nonprofit and foundation regulatory requirements
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Basic organizational psychology and workplace well-being practices
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Operations and logistics management for project-based work
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Promotes organizational efficiency and staff well-being
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Works well in teams and fosters a supportive workplace culture
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Upholds organizational ethics, transparency, and accountability
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Self-directed, adaptable, emotionally intelligent, and solutions-oriented

Ruiauuazadadnng / Salary and Benefits
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Starting salary: 30,000 THB/month based on experience

(F9NARBIIY: 27,000 UM MasU 3 1ieuarlasunisiiansandsu)

(During probation: 27,000. Subject to review after 3 months.)
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Social security and paid leave according to organizational policy



ABn1sadas / How to Apply
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Applicants must submit the following:

UsziReauda (CV) Usznaume:

Curriculum Vitae (CV) including:

- UsgiRmsanw

« Education

- UsgtRnsvhenu (ludunisilna)

« Work experience (excluding internships)

- lnssnsvseauineaiiiunig
« Projects or initiatives you've worked on
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« Relevant skills in operations, finance, or HR

aqLaﬂmiﬁwm‘Lugmw PDF v1N98ya: operations.satifound@gmail.com

Submit all documents in PDF format via email: operations.satifound@gmail.com
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Questions or inquiries should only be made through the above email. Do not contact via social media.

nMsRunendinemy anunsatauindvseuetisunsa lnednnyndl Na Café at Bangkok 1899 w3e lsuSeuanigauin 3ot MRT
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You can take a taxi or ride app to Na Café at Bangkok 1899 or Satri Julanak School. Or take the MRT to Sam Yot Station, Exit

1, then a motorcycle taxi or walk approximately 1.7 km (15-20 minutes on foot).
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Uszn1AsSUalASIL: 11%UINININGT (Psychology Officer)

Usziandeyay1dne: hutaan (Full-time / Hybrid)
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° wmammmwmmmmmm'ﬂa (Senior Psychology Officer)
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