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TERMS OF REFERENCE 
 
 
1. Consultancy summary: 

 
Consultancy title: Senior Secretary for the Office of the Chief Executive Officer   
Consultancy type: Service Contract (SC)   
Duration: One-year renewable contract (March 2020 – February 2021)  
Division/Office: Office of the Chief Executive Officer  
Working station: MRC Secretariat (Headquarters), Vientiane, Lao PDR with travel to 

Member Countries when required   
 

2. General background:  
 

2.1. Background and Objectives of the Consultancy 
 
The Mekong River Commission (MRC) was established by the 1995 Agreement on Co-operation for the 
Sustainable Development of the Mekong River Basin, between the governments of Cambodia, Lao 
PDR, Thailand and Viet Nam. The role of the MRC is to coordinate and promote cooperation in all fields 
of sustainable development, utilization, management and conservation of the water and related 
resources of the Mekong River Basin.  
 
The MRC Secretariat is the operational arm of the MRC. It renders technical and administrative services 
to the Joint Committee and the Council to achieve the MRC’s mission in promoting and coordinating 
sustainable management and development of water and related resources for the countries’ mutual 
benefit and the people’s well-being.  
 
The Office of the Chief Executive Officer (OCEO) within the Secretariat is tasked to lead and support 
cross-cutting activities of the MRC. These activities strategic organizational planning, stakeholder 
engagement and communication, partnerships, monitoring and evaluation, and gender 
mainstreaming. In supporting daily work of the CEO in the areas of high-level administrative and 
secretarial services, the OCEO is looking for a Senior Secretary to CEO who is highly organized and well-
versed in English to take up the assignment.  
 
The incumbent will also have to work closely with other Secretaries across the four Divisions of the 
MRC Secretariat in rendering a full range of secretarial support and services.  
 

2.2. Expected Final Product 
 
It is expected that, among several other aspects, incoming and outgoing documents submitted to the 
CEO are well organized and recorded, work schedules and appointments properly recorded, and travel 
arrangements made.  

 

 

 
 

 

  

 

Mekong River Commission 
 

P.O. Box 6101, 184 Fa Ngoum Road, Unit 18, 
Ban Sithane Neua, Sikhottabong District, Vientiane 01000, Lao PDR 

Telephone: (856-21) 263 263.   Facsimile: (856-21) 263 264 
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3. Required deliverables, timelines and responsibilities  

 
3.1. Deliverables and timelines:  

 
The nature of the work is administrative and secretarial that happens daily with varying deadlines. 
Specific deadlines of certain pieces of assignment are set from time to time.    
 

3.2. Required tasks and responsibilities:  
 
The incumbent is expected to provide a full range of high-level secretarial support and services to the 
CEO and, at times, to the OCEO. In addition, he or she will work closely with the other Division 
Secretaries and Administrative Assistants to provide necessary administrative support and services. 
Specifically, the incumbent is expected to perform the following tasks and duties, in cooperation and 
coordination with the Personal Assistant to CEO but under the direct supervision of the CEO and 
technical supervision of the CSPO:  
 

• Screen all incoming correspondence, documents and reports that are routed to the CEO by 
ensuring that they are well-recorded and submitted with full background material, and when 
found missing necessary supporting documents, return to the original sources;  

• Ensure that hard copies and/or electronic files of the documents that are sent to the CEO, 
including letters and invitations, are properly filed and made available the CEO and OCEO;  

• Ensure that confidential information is stored securely and properly;  
• Manage and co-ordinate, alongside the Personal Assistant to CEO, the CEO’s diary and 

schedule for meetings and appointments. This will also include meeting follow-up and room 
booking for Senior Staff Meetings and other meetings where the CEO is present;  

• Coordinate travel arrangements for the CEO, including visa application and transportation, 
flight and hotel reservations. This will include arrangements for travel authorization (TA) and 
daily subsistence allowance’s advance or reimbursement of travel claims/official expenses; 

• Receive visitors/guests and provide them with necessary  support or information. This will 
include room booking/arrangements and tea/coffee preparation and serving;  

• In coordination with Personal Assistant to CEO and/or Governance Assistant/Officer, supervise 
room and seat arrangements, based on internal governance protocols, at Governance 
Meetings and other important functions where protocol must be observed;  

• Advise Secretaries and/or Administrative Assistants of other Divisions/Office on protocols and 
administrative procedures needing to be observed for smooth internal communications;  

• When assigned by the CEO, provide administrative support to organize Stakeholder Forums 
and key in-house events, such as the Mekong Day, launch events, or important celebrations 
where guests of honor and members of diplomatic corps are invited;  

• Assist in preparing and processing documents for meetings and workshops organized or co-
organized by the OCEO, as or when assigned by the CEO. This will include providing certain 
administrative and logistical support;  

• Work with the OCEO Administrative Assistant to keep record of personnel under the OCEO, 
including making a record available on the white board; 

• Ensure that there are sufficient and available office supplies for the CEO. This will include 
regular check of stock to see if printing paper, stationery and other supplies are in stock;  

• In the OCEO Administrative Assistant’s absence, support the OCEO in formatting letters and 
other correspondence using advanced Microsoft Word and Excel. This will include drafting 
routine correspondence and/or typing correspondence/reports in the MRC standard format 
and route them to appropriate personnel;  
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• In coordination with the Personal Assistant to CEO, update detailed contacts of relevant 
persons, organizations and stakeholders, both in the MRC Member Countries and in other river 
basin organizations; and,   

• Perform other related tasks as assigned by the CEO or requested by the Chief Strategy and 
Partnership Officer.  

 
4. Working arrangement: 
 
The assignment will require the consultant to work at the MRC Secretariat (Headquarters) in Vientiane, 
Lao PDR, under the direct supervision of the CEO and technical supervision of the CSPO.  
 
5. Payment mode:  
 
A highly attractive remuneration will be offered to the successful candidate. Payment will be made 
monthly to the consultant upon the consultant’s submission of an invoice and timesheet for each 
payment. Daily subsistence allowance (DSA) and relevant travelling expenses, if incurred, will be 
provided in accordance with the MRC guidelines.  
 
6. Qualifications and requirements:  
 
This position is open to the Lao national only, with the following minimum requirements to be a 
successful applicant for the position:  
 

- A bachelor’s degree in business administration, English, public relations, or a related discipline. 
A diploma in a related field, with two more years of relevant professional experiences, is 
accepted in lieu of the bachelor’s degree. 

- A minimum of progressive five years of solid experience in the fields of secretarial and 
administrative services, preferably with international or inter-governmental organizations. 
Parts of the experience should include a high-level service to the head of an organization. A 
previous work experience with the MRC is a plus although not necessary.  

- Solid experience in arranging logistical aspects of workshops and seminars, shown through a 
track record of successful events organized.  

- A clear understanding, knowledge and experience of protocols to governance meetings and to 
receiving important guests.  

- Demonstrating the right attitude and personality as a senior secretary, possessing an open, 
friendly and welcoming personality.  

- Possessing a very good command of English language/competence, with at least 400 points of 
TOEIC or 5.5 band score of IELTS. 

- Computer literate with comprehensive knowledge on advanced word processing including 
Office 365, and Microsoft Word, Excel and PowerPoint.  

- Possessing an ability to coordinate and follow up with relevant people to ensure a successful 
organization of meetings. 

 
7. Intellectual property rights: 
 
Intellectual property rights (IPR): Information, data, database, knowledge resources in the forms of 
briefings, reports, proceedings, articles, essays, etc. issued by and for the MRC Secretariat will be the 
MRC Secretariat property. Any utility, announcement and disclosure that are without MRC Secretariat 
highest levels of authority’ permission is considered illegal and will be charged by relevant local and 
international legal procedures. 
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8. Signature block 
 
MRC Secretariat:  
Division/Office: Office of the CEO  
Name: Anoulak Kittikhoun, Chief Strategy and Partnership Officer  
 
 
 
Signature:        Date:       
 
 
 
 
Consultant:       Date:       
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