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MEMORANDUM

TO 2 ALL BOC OFFICIALS AND EMPLOYEES

FROM : DONATO B. SAN JUAN
Deputy Gommissioner
Inter! inistration Group

SUBJECT : Announcement from the Office of ASEAN Affairs re:
Job Vacancies at the ASEAN Secretariat

DATE : September 30, 2021

1. The Office of ASEAN Affairs, Department of Foreign Affairs, informed its partner
agencies of the ASEAN Matters Technical Board (AMTB), which includes the
Bureau of Customs, of the following job vacancies at the ASEAN Secretariat:

a. Senior Officer Stakeholder Engagement of Enterprise & Stakeholder
Engagement Division (deadline for submission of application:
October 09, 2021) (Annex “A”); and

b. Senior Officer Knowledge Management (deadline for submission of
application: October 10, 2021 (Annex “B”)

2. In relation to this, the qualifications and requirements of the abovementioned
vacancies are outlined on the attached Job Description and Call for Applications
(Annex “C”).

3. In this regard, all qualified BOC officials and employees who are interested in
applying for shall send their applications to asean.hr@asean.orgq.

4. Further, the advertisements for the aforementioned vacancies may likewise be
viewed through the following link: https:/asean.orq/careers/.

5. For information.

A Modernized and Credible Customs Administration That is Among the World’s Best

South Harbor, Gate 3, Port Area, Manila 1099
8527-4537, B527-1985 | www.customs.gov.ph | boc.cares@custorns.gov.ph
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THE ASEAN SECRETARIAT
INVITES ASEAN NATIONALS TO APPLY
FOR THE FOLLOWING VACANCY

SENIOR OFFICER STAKEHOLDER ENGAGEMENT
ENTERPRISE & STAKEHOLDER ENGAGEMENT DIVISION

Background
The Association of Southeast Asian Nations (ASEAN) was founded in 1967 with the purpose of

promoting regional cooperation in Southeast Asia, in the spirit of equality and partnership and
thereby contribute towards peace, progress and prosperity in the region. ASEAN comprises ten
(10) countries in Southeast Asia. It was proclaimed a Community through the “Kuala Lumpur
Declaration on ASEAN 2025: Forging Ahead Together”, signed by the ASEAN Leaders during
their 27th Summit 2015. The ASEAN Community Vision 2025 calis for the ASEAN Community in
forging ahead together, and to work towards building a community that is politically cohesive,
economically integrated and socially responsible.

The ASEAN Secretariat was estabiished in 1976 by the Foreign Minister of ASEAN with basic
functions of providing greater efficiency in the coordination of ASEAN organs and for more
effective implementation of ASEAN projects and activities. It is also envisioned to be the nerve
centre of a strong and confident ASEAN Community that is globally respected for acting in full
compliance with its Charter and in the best interest of its people.

In alignment with the ASEAN 2025 and Key Aspirations of the three ASEAN npillars of Political
Security Community, Economic Community and Socio-Cultural Community, supported by the
Department of Community and Corporate Affairs, the ASEAN Secretariat is inviting qualified
ASEAN Nationals to apply for the position of Senior Officer Stakeholder Engagement, under
the Enterprise & Stakeholder Engagement Division.
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Duties and Responsibility:
Reporting to Assistant Director (ADR)/Head of Enterprise & Stakeholder Engagement Division,
the Senior Officer shall be responsible to:

:

Act as the key focal point for engagement with private sector entities including the
ASEAN Business Advisory Council and other public-private sector activities such as the
ASEAN-Plus Business Councils and regional business and industry associations,
including facilitating their interface with the high-level ASEAN Officials and ASEAN
Bodies as well as coordination with other divisions of the ASEAN Secretariat.

Develop action plans to implement a more inclusive and consultative process involving
the private sector, including formulating guidelines to maximize the benefits of
engagement.

. Provide technical/ substantive inputs, draft talking points/ speeches for private sector

events and coordinate with external enfities by providing research/ technical/
background/ information papers, and render administrative/meeting support for meetings
with the private sector.

. Provide support in respect of the relevant ASEAN meetings and events.

. Coordinate with private sector entities in the design, planning, implementation and

monitoring of projects and programs related to the private sector under the various
cooperation agreements, including providing concept papers, project proposals, and
acting as resource person at program partner meetings.

. Develop programs and content to enable better private sector access to information on

the AEC (outreach), and to enable their integration into the ASEAN Community

Qualifications and experience:
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Strong academic qualifications with Advanced Degree in business administration/
management, international relations, political economy, public refations or its equivalent,
preferably in a relevant field, with a minimum of three (3) years relevant work experience.

Bachelor with five (5) years relevant work experience may also be considered.

e A solid understanding of current business trends, geo-political landscape, international and
regional economic issues preferably with demonstrated ability to undertake independent

research to support policy recommendations and program implementation.
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e Experience in working with the private sector, and in particular business associations, is
desirable.

e Ability to develop and maintain sound working relationships with government representatives,
public and private sector organisations and other stakeholders.

e Strong inter-personal and communication skills and willing to work as a team.

e Excellent command of English, both written and spoken.

¢ Good speech writing skills and experience in producing information materials for business
outreach will be an added advantage

Remuneration and Benefits:

Successful candidate will be offered a basic salary of USD 3,385 and an attractive remuneration
package including housing, outpatient medical reimbursement, hospitalisation & life insurance,
children's education and gratuity. Subject to good performance during the probation, the
candidate will be offered a fixed term contract of three (3) years, inclusive of the six-month
probationary period.

How to apply:

Send your application to asean.hr@asean.org highlighting your suitability and potential
contribution to the position together with a detailed CV, certified true copies of educational
certificates and transcript for Bachelor and Master degree, including PhD (if any), and
complete ASEC Employment Application Form attached with recent photograph. Applications
sent without ALL the documents mentioned above will NOT be considered.

Please indicate on the subject heading: Application for Senior Officer Stakeholder
Engagement.

Application documents should reach the ASEAN Secretariat by 9 October 2021, The Selection
Committee’s decision is final and only shortlisted candidates will be notified.

Note:
e ASEC employment Form can be downloaded at: https://asean.org/careers/
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THE ASEAN SECRETARIAT
INVITES ASEAN NATIONALS TO APPLY
FOR THE FOLLOWING VACANCY

SENIOR OFFICER KNOWLEDGE MANAGEMENT

Background
The Association of Southeast Asian Nations (ASEAN) was founded in 1967 with the purpose of promoting

regional cooperation in Southeast Asia, in the spirit of equality and partnership and thereby contribute
towards peace, progress and prosperity in the region. ASEAN comprises ten (10) countries in Southeast
Asia. It was proclaimed a Community through the “Kuala Lumpur Declaration on ASEAN 2025: Forging
Ahead Together”, signed by the ASEAN Leaders during their 27th Summit 2015. The ASEAN Community
Vision 2025 calls for the ASEAN Community in forging ahead together, and to work towards building a
community that is politically cohesive, economically integrated and socially responsible.

The ASEAN Secretariat was established in 1976 by the Foreign Minister of ASEAN with basic functions
of providing greater efficiency in the coordination of ASEAN organs and for more effective implementation
of ASEAN projects and activities. It is also envisioned to be the nerve centre of a strong and confident
ASEAN Community that is globally respected for acting in full compliance with its Charter and in the best
interest of its people. The ASEAN Secretariat (ASEC) is also the delegated central reposition of ASEAN
documents. To effectively and efficiently retrieve, share and distribute information/knowledge to both
internal and external stakeholders, ASEC has established Knowledge and Document Management
System and Knowledge Management Team. The ASEAN Secretariat is inviting qualified ASEAN
Nationals to apply for the position of Senior Officer Knowledge Management.
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Duties and Responsibility:
The Senior Officer is part of the Knowledge Management (KM) Team and reports directly to Director of

Corporate Affairs Directorate (CAD). He/she will be responsible for the foliowing duties:

1. Corporate Knowledge Management

Conduct inventory of ASEC existing information artefacts and quality control of contents in
Knowledge and Document Management System (KDMS).

Manage day-to-day operations of KDMS including approving and publishing validated
documents and contents into the system.

Develop an organisation-wide knowledge management strategy including systems for
capturing, organising and developing information and contents from ASEC KM Key sponsors.
Develop and implement ASEC Guideline on taxonomy and metadata schemas.

Translate user needs to knowledge requirements, capture and codify tacit knowledge.

Create and implement effective organisational tools for evaluating, assessing and
communicating knowledge sharing and utilization of KDMS.

Develop and oversee implementation of strategies fo foster knowledge sharing.

Provide substantive and managerial leadership to KM Team.

Prepare annual work plan for KM Team and ensure the key performance objectives are fully
achieved.

Develop and execute overall knowledge management strategy including transforming
information into tacit knowledge that can be required by users.

Analyzing the effectiveness of the KDMS by observing and monitoring its usage, and evaluate
its impact in terms of the organizational benefits.

Collate and disseminate information from external parties and regular review of information and
data received from KM Key sponsors.

2. Promoting Knowledge sharing across ASEC

Design incentive and promote culture of knowledge sharing culture among ASEC Staff
Members.

Collate, analyse and provide robust and detailed information to improve existing services.
Contribute to the work of the KM Functional team by supporting and advising the team on how
to develop and maintain an efficient submission/request for submission of contents.

Be the focal point of contact for ASEC KM related matters and interact with the Staff Members
and external parties.

Utilize the available information/resources to design a KM training module for Staff Members
and external users.

Keep abreast of new developments in KM field, and further strengthen ASEC KM framework
and KDMS.

Support the Staff Members with their KM learning initiatives and development goals.
Collaborate with HR Team in design and implementing leaming activities.

Manage knowledge-sharing events.
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3. Policy and procedure development
 Develop and manage knowledge distribution policies.
e Coordinate closely with ASEC Key Sponsors and provide up to date KM tools and information.
e Develop guideline on indexing, taxonomy framework and content management.

4. Perform other related duties as assigned by the Director of Corporate Affairs and/or Deputy
Secretary-General of ASEAN for Community & Corporate Affairs (DSG CCAD).

Qualifications and experience:

e Advanced or Bachelor degree in knowledge/information management, communication, information
technology, learning and development, or other relevant discipline with a concentration on how to fuse
together the people, the content, the technology and the process to facilitate learning in an
organization,

e Atleast 3 years with advanced degree, or 5 years with bachelor degree of progressively responsive,
professional-level experience in knowledge management, organizational learning, and other relevant
experience,

* Extensive hands-on, with proven experience in delivering results on knowledge management and/or
organizational learning activities.

* Work experience with intemational organizational or governmental that has a well-established KM
system and policy.

* Experience in leading the design and development of an enterprise taxonomy.

e Understanding of text analytics to analyze unstructured qualitative information.

e Sound knowledge and understanding of explicit and tacit knowledge.

e Have proven knowledge on taxonomy construction, search metadata analysis, etc.

» Good analyzing skills and ability to tackle critical situations.

e Experience in project management, web content management.

* Demonstrated knowledge and experience in handling different types of KM systems/tools, and/or web
content management.

A good team player and experience in managing a team.

o Ability to write well with the objective of communicating complex ideas and problems to non-expert
audiences.

e Good communications and interpersonal skills, including written, verbal presentation, and facilitation
skills applied within multi-cultural settings.

e Excellent written and verbal communication skills in English.

= Experience working with statistical packages such as R, Stata, SPSS is an added advantage.



LT | MASTER COPY
1AGMemoNo, 33 ~20H - P ¢ |

Remuneration and Benefits:

Successful candidate will be offered a basic salary of USD 3,385 and an attractive remuneration package
including housing, outpatient medical reimbursement, hospitalisation & life insurance, children’s
education and gratuity. Subject to good performance during the probation, the candidate will be offered
a fixed term contract of three (3) years, inclusive of the six-month probationary period.

How to apply:
Send your application to asean.hr@asean.org highlighting your suitability and potential contribution to

the position together with a detailed CV, certified true copies of educational certificates and
transcript for Bachelor and Master degree, including PhD (if any), and complete ASEC
Employment Application Form attached with recent photograph. Applications sent without ALL the
documents mentioned above will NOT be considered.

Please indicate on the subject heading: Application for Senior Officer Knowledge Management.

Application documents should reach the ASEAN Secretariat by 10 October 2021. The Selection
Committee’s decision is final and only shortlisted candidates will be notified.

Note:
e ASEC employment Form can be downioaded at: https://asean.org/careers/
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