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JOB DESCRIPTION 
 
Position title: Human Resources Officer, WWF-Laos 

Reports to: People and Culture Manager, WWF-Laos 

Supervises: Interns, consultant when required 

Grade (Career level): Professional 1 (P1) 

Department: People and Culture  

Location: Vientiane Capital, Lao PDR 

Date: January 2023 

 
I. Mission of the Department:  

World Wide Fund for Nature – WWF has had a presence in Laos since the late 1980s, when it contributed 
to some of the first biodiversity surveys that established Laos’ protected area system. The office in Laos 
was officially established in 2001. Today, our main office for WWF-Laos is in Vientiane Capital, with field 
offices in Savannakhet, Champassak, Salavan, and Xekong provinces. 
 
WWF-Laos works with government, civil society, and the private sector partners to address the drivers of 
biodiversity loss and to move towards a greener nature-based future where the people of Laos can thrive 
and live in harmony with nature. 
 
Our vision for Laos is that ‘the unique biodiversity, cultural diversity, and ecosystems are maintained or 
enhanced and contribute to the sustainable development and wellbeing of Laos, the Greater Mekong 
region, and the planet as a whole.' Conservation is WWF’s core work, and our programme in Laos is 
implemented under three broads ‘Practice Areas’, which include Forests, Wildlife, and Freshwater. 
Under the five-year strategic plan (2021-2025), WWF-Laos focuses on three landscapes, four priority 
sites, and two groups of priority species. Find out more from WWF-Laos' Five-Year Strategic Plan, 2021-
2025 

WWF recognizes that its employees are its most important asset. A competent workforce, thoroughly 
trained, properly motivated, and bound together by mutual trust and common objectives is crucial to the 
success of WWF. 

 
II. Major Functions:  

The HR Officer supports the P&C Department in the provision of a high quality and professional human 
resources services for WWF-Laos through the effective administration of human resources system, 
processes, policies and procedures including HR Management system, Recruitment and Training, 
Compensation and Benefits, etc.  
 

https://www.wwf.org.la/strategic_plan_2021_2025/
https://www.wwf.org.la/strategic_plan_2021_2025/
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III. Major Duties and Responsibilities:  

● Provide admin support for staff recruitment; 
● Support relevant Line Managers and teams on new staff’s onboarding; 
● Assist in the coordination of the orientation for new staff to ensure that new staff receive adequate 

information about the organization and its systems, policies and procedures;  
● Maintain updated HR database, Organization chart, personnel files; 

● Provide administration services in HR related aspects including compensations and benefits, health 
and safety, contract management, monitoring of staff leave, correspondence, staff separation, etc. 
to ensure these are implemented effectively; 

● Maintain and update HR and staff information; 
● Arrange logistics and coordinate relevant training programmes for all staff based on the approved 

training plan, conduct analysis of training evaluation and feedback to control the quality of training 
service providers; 

● Coordinate with Admin Function to organise office social events; 
● Support HR department in monitoring and performance review of policies and procedures to ensure 

they are known and correctly implemented by staff.  Being the first point of contact for employees 
on HR related queries; 

● Act as Administrator of performance appraisal system, provide technical support to all staff on the 
process, track the progress and file the final appraisal form; 

● Maintain an awareness of staff comments and any complaints to identify any areas that may need 
development of improvement; 

● Provide HR information to monthly, quarterly, bi-annual and annual reports; 
● Carry out other assignments given by the Line Manager. 

 
IV. Profile: 

Required Qualifications         

● University degree in HR Management, Organization Development, and business administration 
or in relevant fields, bachelor’s degree is an advantage; 

● 3 years of practical experience in human resources administration (5 years will be an 
advantage); 

● Experience in monitoring the compliance of HR system, policies and procedures, preferably in 
the context of an international NGO; 

● Experience of working in multi-cultural environment is an advantage. 
 

Required Skills and Competencies  

● Fluency in written and spoken English; 
● Presentation and communication skills; 
● Organizing / planning, time management and problem-solving skills; 
● Detail focus, enthusiastic, friendly and careful; 

 



 
 

Building a future where the people of Laos can thrive and live in harmony with nature. 

 

WWF-Laos 
House No. 39, Unit 5, 
Saylom Village, 
Chanthabouly District, 
Vientiane Capital, Laos.  
Tel: +856 21 216080 
P.O. Box: 7871 
Fax: +856 21 251883 
 
e-mail: wwf-laos@wwf.org.la 
web: www.wwf.org.la 
fb: @wwflaosoffice 
 

V. Working Relationships: 

 Internal   
● WWF Laos: work in close collaboration with HR team, finance team of WWF-Laos. 

Engage with and support other WWF-Laos and Regional staff. 

● WWF Network: Work with HR-network in GMPO and International.  

● External:  Interact with focal person of Tax Department, local organisations/authorities, 

insurance companies, service providers, consultants. Engage with other organisations, 

HR professionals on HR systems and practices for learning and sharing. 

 
VI. WWF’s Values & Behaviours:  

● Adhere to WWF’s values: Courage, Respect, Collaboration and Integrity. 
● Demonstrates WWF core value in action of working:  

o We demonstrate courage through our actions, we work for change where it’s needed, and 
we inspire people and institutions to tackle the greatest threats to nature and the future of 
the planet, which is our home. 

o We live the principles we call on others to meet. We act with intergrity, accountability and 
transparency, and we rely on facts and science to guide us and to ensure that we learn and 
evolve. 

o We honour the voices and knowledge of people and communities that we serve, and we 
work to secure their rights to a sustainable future. 

o We deliver impact at the scale of the challenges we face through the power of collective 
action and innovation. 

 
This job description covers the main tasks and conveys the spirit of the sort of tasks that are anticipated 
proactively from staff. Other tasks may be assigned as necessary according to organizational needs.  
 


