
HA Europäische und Internationale Zusammenarbeit (EIZ)  
 

Annex 1: Job Description 
 
Position: Project Assistant & Secretary 
Location: Konrad-Adenauer-Stiftung, Phnom Penh 
 
Supporting the Implementation of projects/activities contributing to the achievement of KAS 
Responsibilities Tasks 

Administrative Work   Correspondence/communication management:  
Prioritizes and assists in managing the flow of information 
in and out of the office. Ensuring proper time 
management. Drafts correspondence for the CR/PM. 
Screens all phone calls for the CR, and places outgoing 
phone calls on their behalf.  In CR absence, ensures that 
all important communications are forwarded to other 
relevant staff for handling.  

 Scheduling: Assists in managing the CR’s calendars, 
including making appointments with staff, donors, 
government officials, partners and grantees, and other 
external actors and local actors.   

 Travel arrangement:  Arrange travel, transportation, and 
hotel reservation for CR. Prepare required documents 
(Travel Authorization, Leave request and leave calendar, 
handle travel advances) 

 File and data management:  Maintains key files as 
requested by CR and PM’s. Maintains database with contact 
information of donors, partners, grantees, and other key 
contacts/target groups. 

 Event planning:  Provides support for Regional and 
Cambodia-hosted events under the Regional Offices and 
the Representative Country Office.  This may include 
preparing and sending invitations, contracting caterers and 
interpreters/translators and selecting menus, and 
arranging decorations and other logistics for events such 
as receptions, conferences, or other high-level functions. 

 Minute of meetings: record and write the minute of all 
meeting which is leaded by CR (on request).  

 Other:  Handles special projects on behalf of the CR/PM’s.  
This may include assistance in facilitating travel 
arrangements for regional and international visitors, 
Cambodian representatives, officer in charge for the 
program which is not recruited the officer.  

 

Project Assistant  Support Program Managers to review documents in Khmer 
and English (i.e Invitation Letters, Programs, Concept 
Notes) 

Others   Undertake other duties (within individual competence and 
capacities) necessary to support the activities of KAS, as 
and when required by line Management or the Country 
Representative. 

 


