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TITLE: Project Officer 

TEAM/PROGRAMME: Education/ 

USAID Learn to Read 

 

LOCATION: District level (Vientiane province 

and Xiengkhouang province) 

GRADE: 4 CONTRACT LENGTH: Fixed Term  

CHILD SAFEGUARDING: 
 

Level 3:  the post holder will have contact with children and/or young people either frequently (e.g. 

once a week or more) or intensively (e.g. four days in one month or more or overnight) because they 

work country programs; or are visiting country programs; or because they are responsible for 

implementing the police checking/vetting process staff. 

 

ROLE PURPOSE:  

 

The Project Officer (PO) is based at district level and is responsible for the implementation of USAID 

Learn to Read project activities for a set of schools and communities. S/he serves as the main contact 

with school principals, village leaders and teachers in Pre-Primary, Grade 1 and Grade 2, and also works 

closely with the DESB office of MoES. The PO supports reading improvement interventions across 

assigned project schools and communities, makes frequent field visits to monitor and ensure adherence 

to the project design, and demonstrates a solution-oriented approach to challenges encountered. The 

PO serves as a technical resource for literacy improvement and community mobilization in assigned 

schools, and provides coaching and refresher training to school directors, teachers and VEDCs. The PO 

reports to the Provincial Coordinator in Xiengkhouang or Vientiane province. 

 

In the event of a major humanitarian emergency, the role holder will be expected to work outside the 

normal role profile and be able to vary working hours accordingly. 

 

SCOPE OF ROLE:  

 

Reports to: Provincial Coordinator (Vientiane or Xiengkhouang) 

Role Dimensions: Communication with district government, schools and community 

stakeholders. 

 

KEY AREAS OF ACCOUNTABILITY:  

 

Child Safeguarding: 

• Ensure they fully understand the provisions of the Child Safeguarding Policy, the Code of 

Conduct and Local/Country Procedures for child protection. 

• Conduct themselves in accordance with the rules of the Child Safeguarding Policy, in their 

personal and professional lives – which includes reporting suspicions of child abuse. 
 

Program Implementation and School Support Visits 

• Responsible for managing the ongoing implementation of USAID Learn to Read for a set of 

schools and communities, ensuring timely, efficient and well-coordinated implementation; 

• Serve as the primary person responsible for management of LtR implementation and fostering 

and monitoring relationships with schools, communities and partners; 
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• Serve as the main point of contact for school leaders should issues arise; 

• Responsible for ensuring schools receive materials and books at the appropriate time; 

• Collaborate with school principals and communities to develop and implement a sustainability 

plan for continued implementation of LtR practices after LtR support ends. 
 

Trainings, Workshops and Meetings 

• Participate in LtR meetings, trainings, workshops, literacy events, parent meetings, community 

activities and other events; 

• Regularly consult with Provincial Coordinator, Professional Development Coordinator and 

Community Engagement Coordinator to provide feedback on project design and for support in 

addressing the technical challenges; 

• Regular to provide updates to principals on progress and coach him/her on ways to support the 

pre-primary school teachers, G1, G2 teachers and ensure longer term sustainability of LtR 

outcomes within the schools; 

• Provide refresher training or support the Professional Development Coordinator to provide 

refresher training to Pre-primary school teachers, G1, G2 teachers and school principals; 

• Participate in required trainings and professional development opportunities to improve 

understanding of USAID LtR project; 
 

Planning, Reporting and Monitoring 

• Prepare cash advance, settlement and reimbursement for the project activities; 

• Conduct school visits to support, observe, demonstrate, and coach the school directors, Pre-

Primary school teachers, Grade 1 and Grade 2 teachers to ensure they receive & apply the 

instruction components of LtR; 

• Participate in government meetings as assigned; 

• Participate in monthly or more frequency for one-on-one meetings with provincial coordinator 

to make sure the project implemented smoothly, timely and USAID LtR component applied; 

• Prepare yearly goal setting, mid-year review and annual review; 

• Submit Monthly, Quarterly reports and other reports as required to Provincial Coordinator; 

• Perform other duties as assigned by supervisor. 

 

BEHAVIOURS (Values in Practice) 

Accountability: 

• holds self-accountable for making decisions, managing resources efficiently, achieving and role 

modelling Save the Children values 

• holds the team and partners accountable to deliver on their responsibilities - giving them the 

freedom to deliver in the best way they see fit, providing the necessary development to 

improve performance and applying appropriate consequences when results are not achieved. 

Ambition: 

• sets ambitious and challenging goals for themselves and their team, takes responsibility for their 

own personal development and encourages their team to do the same 

• widely shares their personal vision for Save the Children, engages and motivates others 

• future orientated, thinks strategically and on a global scale. 

Collaboration: 
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• builds and maintains effective relationships, with their team, colleagues, Members and external 

partners and supporters 

• values diversity, sees it as a source of competitive strength 

• approachable, good listener, easy to talk to. 

Creativity: 

• develops and encourages new and innovative solutions 

• willing to take disciplined risks. 

Integrity: 

• honest, encourages openness and transparency; demonstrates highest levels of integrity 

 

QUALIFICATIONS   

 

• University degree in education, social development, or equivalent preferred  
 

EXPERIENCE AND SKILLS 

 

Essential 

 

• Minimum of 2 years work experience with in development project, preferably in education; 

• Good training and facilitation skills; 

• Good written and communication skills; 

• Good interpersonal skills and a team player; 

• Ability to travel to target schools in agreed district; 

• Good computer skills, including Microsoft Word, Excel and internet-related applications. 

 

Desirable 

 

• Teaching experience well preferred; 

• Prior experience working with schools, teachers, administrators and government officials, 

particularly at pre-primary and primary school level; 

• Strong knowledge of approaches to language and reading education; 

• Effectiveness in working or volunteering in a non-profit organization that is focused on 

maintaining high quality work and low overhead; 

• Knowledge of ethnic languages spoken in the project target districts is an advantage. 

 

Additional job responsibilities 

The duties and responsibilities as set out above are not exhaustive and the role holder may be required 

to carry out additional duties within reasonableness of their level of skills and experience. 

Equal Opportunities  

The role holder is required to carry out the duties in accordance with the SCI Equal Opportunities and 

Diversity policies and procedures. 

Child Safeguarding: 

We need to keep children safe so our selection process, which includes rigorous background checks, 

reflects our commitment to the protection of children from abuse. 

Health and Safety 

The role holder is required to carry out the duties in accordance with SCI Health and Safety policies 

and procedures. 
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Save the Children invests in childhood – every day, in times of crisis and for our 

future. In the United States and around the world, we are dedicated to ensuring every 

child has the best chance for success. Our pioneering programs give children a 

healthy start, the opportunity to learn and protection from harm. Our advocacy efforts 

provide a voice for children who cannot speak for themselves. As the leading expert 

on children, we inspire and achieve lasting impact for millions of the world's most 

vulnerable girls and boys. By transforming children's lives now, we change the course 

of their future and ours. 

Save the Children is committed to conducting its programs in a manner that is safe 

for the children it serves and to helping protect the children with whom Save the 

Children is in contact.  As a humanitarian agency, Save the Children is obliged to 

create and maintain an environment that aims to prevent the sexual exploitation and 

abuse of children and promote the implementation of its child 

safeguarding policy.  All representatives of Save the Children – employees, 

volunteers, interns, consultants, Board members and others who work with children 

on Save the Children’s behalf – are expected to conduct themselves in a manner 

consistent with this commitment and obligation. 

Save the Children provides an attractive benefits package including competitive 

salaries, a matching retirement plan, health and welfare benefits, life insurance, an 

employee assistance program, generous time off and much more. We provide equal 

employment opportunities (EEO) to all employees and qualified applicants for 

employment without regard to race, color, religion, gender, ancestry, sexual 

orientation, national origin, age, handicap, disability, marital status, or status as a 

veteran. Save the Children complies with all applicable laws. 

 


