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POSITION:   SENIOR PROGRAM OFFICER 

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 general direction of the First Secretary, the Senior Program Officer will work within 

established priorities and contribute to Aid Program objectives at post.  Critical thinking is expected 

for managing the day to day operations. The position is expected to take personal responsibility for 

completing work accurately and seeking guidance when required. 

 

PRINCIPAL ACCOUNTABILITIES  
 

The key tasks for this position are: 

• Assisting with Aid Program functions, including managing delivery of specific activities, 

coordination of information relating to the program delivery, and briefings for DFAT senior 

management and the relevant stakeholders. 
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• Ensuring contract management activities are undertaken in accordance with Australian 

Government policies and procedures including contract and financial administration, the 

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

maintenance of contract-related records. 

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

external audiences.   

• Representing the Embassy in meetings and relevant forums  

• Developing constructive relationships with partner government, other key agencies and 

Australian based officers. 

• Working with stakeholders to monitor the performance of specific activities under the aid 

program proactively, identifying performance and quality processes needed for activity 

development and management and ensuring that these are reflected in the program 

management plan. 

• Providing advice and input into the drafting of high quality and evidence-based input for 

quality assurance reporting requirements at the program level including, but not limited to, 

Quality at Implementation and Laos Annual Program Performance Reports, and 

coordinating and actively participating in mid-term and program completion reviews. 

 

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 the selection criteria.   

 

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

including finance management, contract management, negotiation and representation. 

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

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

social and cultural issues in development. 

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

5. Ability to work effectively in teams with adaptability and responsiveness. 

 
 


