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POSITION:   PROGRAM MANAGER 

AGENCY:   DEPARTMENT OF FOREIGN AFFAIRS AND TRADE (DFAT) 

SECTION:   DEVELOPMENT COOPERATION 

DIRECT SUPERVISOR:  FIRST SECRETARY DEVELOPMENT COOPERATION 

SUPERVISORY RESPONSIBILITY: NIL 

 

About the Australian Government’s Department of Foreign Affairs and Trade (DFAT) 

 

The role of the Department of Foreign Affairs and Trade (DFAT) is to advance the interests of 

Australia and Australians internationally. This involves strengthening Australia’s security, 

enhancing Australia’s prosperity, delivering an effective and high quality overseas aid program and 

helping Australian travellers and Australians overseas.  

 

The department provides foreign, trade and development policy advice to the Australian 

Government. DFAT also works with other Australian government agencies to drive coordination of 

Australia’s pursuit of global, regional and bilateral interests. 

 

The Australian aid program aims to assist the Government of Laos to reduce poverty and achieve its 

sustainable development goals, with a focus on education, trade and rural development.  The Post 

has a particular responsibility to ensure that knowledge and understanding of Lao government 

policies and directions, local circumstances, and local stakeholders underpin aid program strategies 

and delivery.  Development Cooperation staff manage and monitor Australia funded activities that 

contribute to the achievement of high quality development outcomes in Laos.  The Australian 

Embassy in Vientiane also houses the Mekong Water Unit which has responsibility for 

implementing the Australian Government’s development cooperation program on water resource 

management in the Greater Mekong Sub-Region. 

 

JOB PURPOSE 

 

Under limited direction of the First Secretary, the Program Manager will apply well-developed 

technical expertise to design, monitor and evaluate relevant components of the Australian 

Government’s development program.  The role requires significant liaison, consultation, and 

negotiation with internal and external stakeholders to communicate the Australian Government’s 

policy and program objectives. 

 

PRINCIPAL ACCOUNTABILITIES  
 

The key tasks for this position are: 

 Contributing to design and strategic planning for longer term initiatives to achieve 

Australia’s development objectives 
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 Proactively and efficiently managing the development and implementation of initiatives  

 Gathering, analysing and reporting relevant information for senior Embassy staff and 

external audiences. 

 Drafting Terms of References for adviser and technical assistance inputs, which provide 

clear and timely direction of requirements, roles and responsibilities, tasks and outcomes. 

 Overseeing and/or undertaking monitoring and evaluation activities for programs under area 

of responsibility, including: monitoring and reporting on the implementation of specific 

initiatives and evaluating the initiatives against established quality criteria and program 

objectives. 

 Ensuring contract monitoring activities are undertaken in accordance with Australian 

Government policies and procedures including contract administration, the resolution of 

problems, the management of contract variations and amendments, and the maintenance of 

contract-related records. 

 Managing and administering the finances of activities in accordance with Australian 

Government policies and procedures, including preparation of financial estimates, 

coordination of budgets, and maintenance of financial records. 

 Drafting correspondence in appropriate language, report on activity progress and program 

outcomes, and ensure follow-up messages are communicated effectively and actioned. 

 

SELECTION CRITERIA 

The Selection Criteria are used to assess an applicant’s suitability for a position.  Applicants must 

provide a statement, not exceeding two pages, addressing the selection criteria below.  Statements 

should detail suitability to perform the duties of the position including personal qualities, 

experience, skills and knowledge relative to each of the selection criteria.   

 

1. Tertiary qualifications in international development, rural development, education, public 

health or a related field, and at least five years of experience managing development 

programs in Laos. 

2. Demonstrated expertise in the management and review of aid activities and/or programs, 

including finance management, contract management, negotiation and representation. 

3. Demonstrated experience in research and analysis with a development focus.  

4. Knowledge of Lao government policy with understanding of related economic, political, 

social and cultural issues in development. 

5. High level oral and written communication skills in both English and Lao. 

6. Strong interpersonal skills, sound leadership and people management skills in a 

multicultural environment. 


