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Job Announcement: Operations, Admin & Communications Officer

Position : Operations, Admin & Communications Officer
Employment Type : Full-time
Department : Operations
Work Location : Bangkok, Thailand
Office Location : Ford Community Center (FCC) 3rd Floor, No. 134 Nakhon Sawan Road, Wat Sommanat Sub-district, Pom
Prap Sattru Phai District, Bangkok 10100
Qualifications
(] Bachelor’s degree or current university student in Communication, Mass Communication, Marketing, Business
Administration, Social Sciences, or a related field
® At least 6 months — 1 year of experience in content creation, organizational communications, or social impact
communications
e Strong English communication skills, especially in writing (captions, storytelling, messaging, email communication)
®  Basic graphic design or video editing skills (e.g., Canva, CapCut, or related tools)
e  Ability to use digital tools effectively, including Social Media Platforms, Google Workspace, and Meta Business Suite

e  Strong interest and commitment to working in youth development, social impact, or nonprofit organizations

About SATI Foundation : SATI Foundation is a nonprofit organization based in Thailand, committed to improving the quality
of life of vulnerable youth and families. Through community-driven programs, the foundation works across mental health,

education, and life opportunity development.

Mission : To promote the well-being of vulnerable youth and families by supporting mental health, sexuality education,
education, and career development, while fostering human dignity, emotional resilience, and social equality.
Core Programs

e Mental Health & Counseling - Individual and group counseling, mental health care, and referral services

e  Sexuality Education — Age-appropriate and safe sexuality education in schools and communities

e  Community Programs — Creative, sports, and relationship-building activities

e Life Skills & Career Development - Internships, vocational training, and financial literacy

e Scholarships — Financial support and holistic follow-up for youth
Target Groups

® Internal teams and management — to support operations, communication, and decision-making

(] Partners, donors, and external stakeholders — to ensure smooth project coordination

®  Youth, communities, and beneficiaries - to support field activities and program delivery

®  Followers, customers, and supporters — to manage communication, public image, and relationships

Working Approach with Target Groups
e  Coordinate and communicate regularly using appropriate channels such as email, phone, LINE, and online meetings
e Work collaboratively and supportively with internal teams, project managers, and management
e Adapt communication styles to different stakeholders, including donors, youth, communities, and partners
®  Monitor tasks systematically and report progress clearly and on time

®  Respond to feedback, inquiries, and issues professionally to build trust and strong relationships



Scope of Work & Key Responsibilities

1.

Coordination & Communication
e  (Coordinate and communicate with internal teams, management, partners, vendors, and donors, both
domestically and internationally
e  Provide updates, progress reports, and key information to management and project managers to support

effective decision-making

. Project Operations & Logistics

e  Support project implementation and field activities
e  Coordinate logistics such as meal orders, flight bookings, accommodation, transportation, and per diem

arrangements

. Financial & Budget Support

e Support project managers in budget tracking, reimbursements, payments, and financial documentation

®  Assist in expenditure planning to ensure projects operate within approved budgets

. Administration & Office Management

®  Manage general office administration, document filing systems, office supplies, and internal administrative

processes

. Sales & Social Enterprise Support

e  Support product sales activities

®  Respond to customer inquiries, manage inventory, packaging, shipping, and order tracking

. Communications & Social Media

e  C(Create, plan, and manage organizational communication content (visual, video, and written) across social
media platforms and the website
®  Manage the social media Calendar, analyze performance, and report online communication results

®  Respond to inquiries and manage online communities

. Documentation & Donor Communication

e Document field activities and develop success stories

e Support campaign activities and donor communications to enhance visibility and fundraising opportunities

. Other Duties

e  Perform other related duties as assigned to support the organization’s mission and sustainability in mental

health and social impact work

Required Competencies, Knowledge & Skills

Strong coordination and communication skills; ability to work with multiple stakeholders
Knowledge of project management and operational support

Basic knowledge of project budgeting and financial processes

Strong Thai and English communication skills

Content creation and social media management skills

Basic graphic design and video editing skills (Canva, CapCut)

Proficiency in digital tools: Social Media Platforms, Google Workspace, Meta Business Suite, WIX
Strong organizational, documentation, and time management skills

Ability to work as part of a team, solve problems, and adapt to social sector contexts

Work Values & Work Style

Responsible, ethical, and aligned with organizational values

Detail-oriented, quality-focused, and accurate



®  Open to learning and continuous self-development
e  Respectful and empathetic toward diverse stakeholders
e  Able to work under pressure while maintaining professional standards
(] Positive mindset, collaborative, and results-oriented
Compensation & Benefits
e  Salary range: THB 25,000 - 30,000, depending on experience
e 3-month probation period (starting at THB 25,000, with adjustment after probation)
e Social security and benefits according to organizational policy
Application Process
e Submit CV only (PDF format) including education, work experience, internships, and relevant projects
e  Send applications to: satifoundation2@gmail.com
e Additional inquiries via email only (no social media inquiries
How to Get to the Office
e landmark: Na Café at Bangkok 1899 or Satri Junlak School

e MRT Sam Yot Station (Exit 1), then motorcycle taxi or walk approximately 1.7 km (15-20 minutes)
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Job Announcement: Senior Psychology Officer

Position : Senior Psychologist Employment Type : Full-time

Department : Psychology Work Location : Bangkok, Thailand

Office Location : Ford Community Center (FCC), SATI Foundation Office, 3rd Floor, No. 134 Nakhon Sawan Road, Wat
Sommanat Sub-district, Pom Prap Sattru Phai District, Bangkok 10100

Qualifications

®  Master’s degree or higher in Psychology
(Preference will be given to candidates with a background in Clinical Psychology or Counseling Psychology)

® At least 4-5 years of experience working with children and youth

®  Proven experience in psychological assessment and interpretation, including but not limited to:
Intelligence tests, cognitive tests, developmental assessments (e.g., Denver Il), and psychological assessments such
as mood screening, risk assessment/suicidality, trauma-related issues, etc.

e Experience in designing psychological activities or managing mental health programs (an advantage)

e Licensed psychologist (an advantage)

e  Excellent Thai communication skills and strong English proficiency in speaking, reading, and writing

(English proficiency test scores may be attached, if available)

Who We Are : SATI Foundation is a nonprofit organization operating in Thailand, dedicated to improving the quality of life of
youth and vulnerable populations through long-term, community-driven programs. Our work focuses on mental health,

education, and life opportunity development.

Mission : To empower vulnerable youth and families by providing accessible support in mental health, sexuality education,

education, and career development, while promoting human dignity, emotional resilience, and social equality.

Core Programs of SATI Foundation
e Mental Health & Counseling
Individual and group counseling, trauma-informed mental health care, and referral services
®  Sexuality Education
Age-appropriate and safe sexuality education delivered through schools and community-based programs, with
youth leadership development
e  Community Programs
Arts, mindfulness, recreational activities, and programs that strengthen family and community relationships
e  Life Skills & Career Development
Internship opportunities, vocational skills training, and financial literacy programs
®  Scholarships

Needs-based scholarships with holistic follow-up in collaboration with schools and families

Target Groups

e  Children and youth aged 1-25 years who are at risk or in vulnerable situations
e Teen mothers and children who have experienced sexual exploitation or various forms of violence
e  Children, youth, and families affected by poverty, psychological trauma, or migration

e  Children and youth involved in child protection systems, the justice system, or welfare services



Children and youth from migrant families, undocumented populations, or stateless communities

Working Approach with Target Groups

Community-Based Approach

Work collaboratively with schools, healthcare providers, child protection agencies, and community networks to
ensure continuous and sustainable care

Psychological Safety & Trauma-Informed Care

Apply trauma-informed practices that prioritize trust-building, therapeutic relationships, and emotional safety
Individual and Group Support

Provide case management, follow-up, and coordination of mental health, protection, and welfare services

Youth Participation & Empowerment

Design programs with youth, support their participation in decision-making, and foster leadership and community-

driven change

Scope of Work

The Senior Psychologist is responsible for developing, implementing, and overseeing mental health services for

children and youth in vulnerable situations. The role integrates clinical practice with systems-level and community-based

work to promote mental well-being, prevent risk behaviors, and strengthen the long-term resilience of children, youth, and

families.

The scope includes psychological assessment and therapy, professional supervision of junior psychologists, mental

health program development, monitoring and evaluation, and collaboration with schools, child protection agencies, partner

organizations, and communities. All work must align with professional ethics and the strategic goals of the organization.

Key Responsibilities

1. Clinical Mental Health Services

Conduct psychological assessments for individuals and groups
Provide counseling and psychological therapy using age-appropriate and context-sensitive approaches
Develop, implement, and monitor individualized treatment plans

Provide appropriate intervention and follow-up for crisis or emergency mental health cases

2. Supervision and Capacity Building

Provide regular clinical supervision to junior psychologists
Offer guidance and support on case management, workload, and team well-being

Promote ethical practice standards and service quality

3. Mental Health Program Development

Design, develop, and implement mental health programs and activities aligned with target group needs
Promote meaningful youth participation in program design and decision-making

Develop community-level prevention strategies for mental health challenges and risk behaviors

4. Monitoring, Evaluation, and Reporting

Plan and oversee monitoring and evaluation of mental health programs
Analyze assessment and service data to inform program improvement

Prepare reports and recommendations for management and stakeholders



5. Systems-Level and Collaborative Work

Coordinate and collaborate with schools, child protection agencies, healthcare providers, and community partners
Support the development of organizational policies and guidelines related to mental health

Contribute to strategic planning for mental health initiatives

6. Other Assigned Duties

e  Perform other related duties as assigned to support the sustainability and impact of the organization’s mental
health work
Key Work Activities
®  Provide psychological assessments, counseling, and therapy
®  Supervise and develop the capacity of mental health staff
®  Design and implement mental health promotion activities
®  Monitor, evaluate, and report program outcomes
e  Collaborate with partners and community networks
e  Perform other duties as assigned

Required Competencies

Strong competencies in psychological assessment, counseling, and therapeutic intervention
Leadership and ethical supervision capabilities

Ability to design and manage mental health programs

Strong communication and collaboration skills

Strong self-management, ethical commitment, and flexibility

Specialized Knowledge

Clinical psychology or counseling psychology

Child and adolescent development

Trauma-informed care

Psychological assessment and interpretation, including: Intelligence tests, cognitive tests, developmental

assessments (e.g., Denver 1), mood screening, risk assessment/suicidality, trauma-related assessments, etc.

Key Skills

Psychological assessment and counseling skills
Clinical supervision and mentoring skills
Interdisciplinary communication and collaboration skills

Data analysis and report writing skills

Work Values & Work Style

Respect for the dignity and rights of children and youth
Strong commitment to professional ethics and psychological safety
Openness to community-based and collaborative work
Responsibility, flexibility, and strong attention to quality

Commitment to continuous learning and reflective practice



Compensation & Benefits
e  Starting salary: THB 30,000 - 40,000, depending on experience
(3-month probation period; starting at THB 30,000 with salary adjustment upon successful completion)

®  Social security and leave entitlements according to organizational policy

Application Process
e Submit a Personal Reflection Questionnaire (questions provided on page 10)
e Submit a CV only including educational background, work experience (internship experience not required), projects
or programs implemented, and psychology-related skills
(] Submit all documents in PDF format to: satifoundation2@gmail.com

e Inquiries should be made via email only (no social media inquiries)

How to Get to the Office

e  Taxi or ride-hailing apps: Pin location as Na Café at Bangkok 1899 or Satri Junlak School
e MRT: Sam Yot Station (Exit 1), then motorcycle taxi or walk approximately 1.7 km (15-20 minutes)



Personal Reflection Questionnaire

1.  What motivates you to work in psychology within a nonprofit organization, and why did you choose to apply
to SATI Foundation? (Maximum 100 words)

2. Describe one experience working with vulnerable populations or youth, and what you learned from that
experience. (Maximum 150 words)

3. Imagine you are designing a 2-hour group activity for youth with a history of justice system involvement and
substance use, who are currently in vocational training. How would you design the activity to ensure both
psychological safety and meaningful participation? (Maximum 300 words)

4. Case Study (Maximum 500 words)

Case Background:
B, a 15-year-old girl, was referred by her school after teachers observed social withdrawal, frequent
absences, and signs of self-harm. She lives with her grandmother, who has dementia. Her parents are
separated and provide no financial support. The child lacks official identification documents, limiting
access to healthcare and formal education pathways. The psychologist assesses the child’s mental health
risks. A social worker coordinates with the school to maintain educational access and works with the
Ministry of Social Development and Human Security (MSDHS) on legal documentation. The psychologist
coordinates with a public hospital for psychiatric assessment and care. After three months, progress stalls:
the school awaits district approval, MSDHS reports ongoing document verification, and the hospital
postpones appointments due to limited capacity.

Case Questions:
4.1 How would you prioritize and track a multi-stakeholder case involving school, family, and government
agencies?
4.2 How would you sustain support when external systems are slow or uncooperative?

4.3 What systems or policies would you use to follow up if a client disengages or drops out of services?

Important Notice: Please respond using your own experience and perspective. Avoid using Al tools (such as ChatGPT) to
complete the questionnaire. Responses generated by Al often lack personal insight. The HR team will screen submissions,

and if Al use is detected, the applicant may be disqualified from this recruitment process and future opportunities.
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