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JOB DESCRIPTION AND QUALIFICATIONS

Job Title: Director of Corporate Affairs
Unit: Corporate Affairs
Reporting to: Executive Director
Supervising: - Finance Coordinator
- HR / Administration Officer
- ICT Officer

Broad Statement of Functions

A. Provide day-to-day leadership and management pertaining to corporate affairs to ensure
delivery of high quality services for the overall organisation in the areas of:
a. Finance,
b. Human Resources,
c. Information and Communication Technology, and
d. General Management/Administration,

B. Carry out any other assignments as tasked by the Executive Director.

Primary Responsibilities

A. Provides day-to-day leadership and management pertaining to the work related to
corporate affairs in the following areas:

1. Finance

e Provide strategic advice to the Executive Director on financial management strategies
including annual budget planning, budget forecasting, financial planning and
sustainability;

e Coordinate with external auditors on the external financial audit and ensure and
oversee the implementation of internal and external audit recommendations;

e Prepare and supervise the development annual operational budget and ensure that
the monthly and periodical financial statement of the AHA Centre is prepared in a
timely manner;

e Anticipate potential financial management risk, review the existing or develop new
guidelines and SOPs as required;

e Provide strategic advice to the Senior Management Team (SMT) to ensure financial
stability and sustainability of the AHA Centre;

e Monitor the utilisation of the overall funding of the AHA Centre to ensure
transparency, accountability, as well as accurate and timely reporting to the AHA
Centre’s Governing Board and relevant ASEAN Dialogue Partners and other partners
on a regular basis;

e Ensure the compliance of the implementation of AHA Centre’s Financial Rules and
Procedures, and other related documents, SOPs as well as relevant decisions of the
Governing Board pertaining to financial matters of the AHA Centre;
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Provide regular reports to the Executive Director of the AHA Centre and the SMT
pertaining to overall financial matters of the AHA Centre; and

Conduct periodic review and revise existing policies and procedures from time-to-time
basis as required based on the current organisation’s needs and operational
requirements.

Human Resources

Provide strategic advice to the Executive Director on matters related to human
resource management;

Enhance and develop human resource policies and strategies to enable the AHA
Centre to effectively fulfill its mission and vision by recruiting, training, retaining and
developing staff in line with the organisation needs, as well as ensure the effective
implementation of the policies, procedures and strategies;

Manage and monitor the allocation of human resources, including anticipating and
planning of the organisational manpower needs to enable AHA Centre to deliver high
quality professional services within the complexities of an emergency operations
organisation;

Ensure continuous learning and professional development to enable staff to perform
effectively, through analysing the learning and development needs, developing the
learning and development strategy, as well as ensuring and monitoring the
implementation, and evaluating the effectiveness of the strategy;

Plan and coordinate the performance appraisals of AHA Centre’s staff members by
providing the supervisors and staff with guidance on how to conduct performance
appraisals, and developing the required forms and procedures to facilitate the
process;

Supervise and conduct performance appraisals for his/her subordinates under
Corporate Affairs Division, ensuring that the Key Performance Indicators (KPI) of the
individual staff are in line with the organisational KPIs;

Responsible for contract management for the staff members, as well as consultants
and experts hired by the AHA Centre for specific assignments;

Ensure the compliance of the implementation of AHA Centre’s Staff Rules and
Regulations, and other related documents, SOPs as well as relevant decisions of the
Governing Board pertaining to human resources matters of the AHA Centre; and
Provide regular reports to the Executive Director of the AHA Centre and the SMT on
matters related to human resource management of the AHA Centre.

General Management/Administration

Ensure the legal compliance of the AHA Centre as well as its personnel, and that the
organisation operates within the provisions of its mandate and applicable legislations,
and serve as the focal point for matters related to Host Country Agreement (HCA);

Oversee AHA Centre’s critical infrastructure including the premises, back-up offices,
general maintenance of office, ICT equipment, fitting and other office facilities, fixed
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assets inventory, plant and property insurance and office renovations where
necessary;

e Develop strategies and ensure effective implementation of practical business
continuity plan, as well as the implementation of the staff health, safety and security
plan for the AHA Centre;

e Plan and conduct corporate affairs meetings on a regular basis to strengthen the
division’s internal control, performance management and administration, and to
monitor the implementation progress of the division’s work plan;

e Provide regular reports to the Executive Director of the AHA Centre and the SMT
pertaining to general management and administration matters of the AHA Centre.

4. Information and Communication Technology (ICT)

e Oversee the planning, designing and implementation of the AHA Centre’s ICT
Roadmap;

e Oversee the planning and implementation of ICT-related projects of the AHA Centre to
ensure smooth implementation of the projects, and provide supervision and guidance
to the project management team;

e Oversee the implementation of Enterprise Resource Planning (ERP), big data and ICT
audit for the AHA Centre;

e Provide regular reports to the Executive Director of the AHA Centre and the SMT
pertaining to ICT matters of the AHA Centre.

5. Others
e  Maintain good rapport with ASEAN Member States, ASEAN Secretariat, Dialogue
Partners and other ASEAN’s partners, as well as with representatives of other relevant
agencies, donors and organisations;
e Represent the AHA Centre during external events, meetings or functions as required;
e Performed duties as assigned during emergency response operations;
e  Other tasks as assigned by the Executive Director.

Job Qualifications

Education
e Minimum of Master’s Degree in one or more of the following disciplines, preferably
Finance and Accounting, Business Administration, Business Management or Human
Resources.

Requirements
e Minimum ten (10) years of work experience, with a minimum of five (7) years in a
leadership or senior management position, preferably in finance, banking, accounting
in a private company, non-government and/or international organisation;
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Additional work experience in general administration, human resource management,
ICT designing, implementation and audit, and ERP implementation would be an
advantage;

Good knowledge and proven track record in implementing internationally-accepted
financing and accounting procedures and standards;

Experience working in a rapidly changing environment where accurate judgement,
responses, exceptional managerial and leadership are essential;

Excellent command of oral and written English as well as ability to work in a multi-
cultural setting;

Knowledge of ASEAN’s disaster management mechanisms and exposure to emergency
operations would be an advantage.

Competency Profile

Core competence

Teamwork: Ability to build trust and respect among fellow team members and
contribute to the resolution of workplace conflict;

Communications and interpersonal skills: Ability to expresses thoughts
clearly, accurately and succinctly in verbal and in writing to different audiences,
and ability to relate well with others and to maintain relations with cordiality and
diplomacy;

Effective problem solving and decision-making skills: Ability to use sound
judgment and initiative, develop options and achieve outcomes;

Analytical skills: Ability to gather and analyse information and solve problems
by using a logical and systematic approach;

Organisational awareness: Ability to align thinking and actions to
organisational values;

Flexibility and adaptability: Ability to respond positively to change and new
organisational practices, structures, procedures and technology;

Personal credibility: Has high regards for self-discipline, good attendance
record, respect punctuality and set example to others, show consistency in
words and actions, has high integrity and is conscientious;

Meticulous: Ability to show great attention to details, when doing routine work
as well as when working under pressure;

Ability to work in a multi- cultural setting: Ability to interact effectively with
people from different cultures;

Ability to work under pressure: Ability to remain efficient and productive
under pressure.

Leadership Competency

Leadership: Ability to translate plans into actions ensuring that outcomes are clearly
communicated both orally and in writing, and that outcomes are monitored and
reviewed as they are implemented by colleagues;

People development: Ability to develop the competencies required by staff to deliver
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high quality work and maintain good relationships with others;

Planning and organising: Ability to establish a coherent course of action to achieve
goals — planning, organising, monitoring, reviewing and controlling skills;

Coaching and counseling skills: Ability to understand the difference between the two
and to know which is the most appropriate response in dealing with an employee.



