
JOB DESCRIPTION 
 
 
Job Title: Programme Associate (International Intern) 
 
Location: Myanmar Country Office based in Yangon with travels to project 

locations in Myanmar 
 
Reporting to:   Senior Programme Coordinator/Country Director 
 
Relation with staff in Myanmar: Country Director, Programme Managers, Programme 

Coordinators, HR & Admin Manager, Finance Manager, Project 
Managers and Communications Officers  

 
Other Relationships: Regional Technical team in APRO and technical team in London 

office. 
 
Period:                    1 Year 
 
 
Overall Purpose of the Job: 
The Programme Associate will support the Senior Programme Coordinator in Resource Development 
and Grants Management by identifying funding opportunities and supporting the development of 
concept notes and full proposals for donors. She/He will assist in conceptualization and publication of 
communications materials that are essential for building relations with key donors, partners and 
external stakeholders. The Programme Associate will also support effective implementation of projects, 
quality improvement and donor reporting as needed.  
 

Key Tasks: 

 
Reporting and Proposal Development 

 Preparation of inputs for reporting, supervise collation, consolidation and review of quarterly, 
annual and other reports including donor reporting; 

 Donor mapping, donor intelligence and accessing relevant donors to support the strategy of 
HelpAge Myanmar to achieve its overall goal; 

 Desk review, assessments and necessary inputs to the development of new proposals, resource 
mobilization strategies, and other documents in support of country programme development; 

 Contribute to the proposal development work in response to calls for proposals issued by 
donors that are relevant to growth of our work; 

 Identification of opportunities for initiation of new projects, active contribution to the overall 
office effort in resource mobilization. 

 
Monitoring & Evaluation and Operations 

 Support the Senior Programme Coordinator in maintaining an effective M&E and accountability 
framework process to ensure high quality programme delivery; 



 Visit project locations together with programme staff to monitor progress and collect case 
studies, success stories and support development of appropriate communications and M&E 
materials; 

 Promote the documentation and dissemination of the lessons learned in our work; 

 Establish contacts and advocate for replication of an older people led approach for community 
development by using project experiences and evidences with international and national 
agencies, particularly the Department of Social Welfare, UN agencies and national NGOs/CSOs. 

 
Grants Management 

 Support the programme team in ensuring that HelpAge’s contract management guidelines are 
adhered to; 

 Assist in ensuring the contract management database is regularly updated and accurate. 
 
 
Others 

 Capacity building and training of local staff and partners as needed; 

 Sound contributions to knowledge networks and communities of practice; 

 Supporting communications and media activities including events and workshops for enhancing 
the profile of our work in the country. 

 
 
Person Specifications: 
 
Essential 

 Bachelor’s degree in social sciences, international relations, development studies or related field; 

 Excellent English communication and writing skills with ability to tailor writing style to different 
target audiences; 

 Experience and interest in graphic design with working knowledge of the Adobe Creative Suite, 
particularly Photoshop and InDesign; 

 Strong IT skills including MS Office Package, particularly in Word, Excel and Powerpoint; 

 Excellent organizational and time-management skills, with an ability to prioritize effectively and 
meet deadlines; 

 Excellent networking and interpersonal skills; 

 Ability to work effectively with culturally diverse team members from various disciplines, and in a 
fast-paced team environment; 

 Flexible approach to working outside normal office hours, particularly when called upon to support 
country teams or meet deadlines. 

 
Desirable 

 Master’s degree in social sciences, international relations, development studies or related field;  

 Previous experience working in Myanmar or with an international NGO; 

 Knowledge of Myanmar’s political history; 

 Experience in developing and maintaining media relations; 

 Publishing or editing experience; 

 Understanding of issues related to older people / demographic ageing. 
 


