
Job Description (JD) for Support Staff/Office Assistant 

 

Position Title:  Support Staff/Office assistant. 

Reportable to:  Program Support Officer (PSO).  

Project :  Shongzog  

1. Key skills required: 
Academic:  

• AT least S.S.C 
 

Working experience:  

• 05 years’ work experience in relevant field and same position. 

• Professional:  

• Demonstrable experience in working in any NGO/Project office and closely work with foreign guest. 

•  Being able to read and write English will be considered as an additional qualification.  
 
Responsibilities: 

• Provide all necessary supports to admin & program personnel. 

• Assist admin and finance in maintaining official stationeries and other related materials. 

• Ensure the cleanliness of office premises and close all doors/windows in time. 

• Ensure all office equipment’s & logistics timely to keep smooth official work. 

• Ensure photocopy as needed to the admin section as well as program staffs. 

• Provide general assistance and logistic supply of Training Coordination of the project 

• Ensure tea/coffee/snacks and lunch during meeting/training/workshop etc. 

• Organize things in the office if such is required: ex. Organize Books on shelves, move 
boxes, arrange resources in proper. 

• Provide general assistance to carry on official functions of the project. 

• Provide necessary assistance/help to admin and others to find out the expected files. 

• Support all staffs when required for any other task assign by the management. 

• Making photocopy/spiral/printing & operate projector & other equipment if needed. 

• Provide supports to admin for general banking and courier service. 

• Carry and deliver messages and letters internally and externally. 

• Attend various trainings to support with training materials and IT equipment. 

• Arrange launch tickets for senior and foreign staff 

• Store management and updates. 

• To cooperate/carryon in any duty and responsibility under the direction of the higher 
authority.   

 
 

 



mv‡cvU© ÷vd/Awdm mnKvixi `vwqZ¡ I KZ©e¨ 

 

c‡`i bvg t                        mv‡cvU© ÷vd/Awdm mnKvix| 

cÖwZ‡e`b‡hvM¨/wi‡cv‡U©ejt        ‡cÖMÖvg mvcvU© Awdmvi (wcGmI)| 

cÖKí t                               ms‡hvM/ Shongzog  

 

‡hvM¨Zvt  

• Kgc‡ÿ GmGmwm cvm  

Kv‡Ri AwfÁZvt  

• Kgc‡ÿ 05 ermi mgch©v‡qi/GKB ai‡bi Kv‡Ri AwfÁZv _vK‡Z n‡e| 

• ‡ckvMZ AwfÁZvt 

• ‡h †Kvb RvZxq/AvšÍR©vwZK ms ’̄vq/cÖKí Awd‡m Kv‡Ri AwfÁZv mn we‡`kx AwZw_‡`i mv‡_ KvR Kivi AwfÁZv 

_vK‡Z n‡e| 

• Bs‡iRx ej‡Z co‡Z Ges wPwVcÎ Av`vb cÖ`v‡b AwfÁZv AwZwi³ †hvM¨Zv wnmv‡e we‡ewPZ n‡e|  

 

`vwqZ¡ I KZ©e¨t 

• cÖkvmb I †cÖvMÖvg ÷vd‡`i cÖ‡qvRbxq mKj Kv‡R mnvqZv cÖ`vb Kiv| 

• Awdwmqvj †÷kbvwi Ges Ab¨vb¨ Awdm cÖ‡qvRbxq DcKiY iÿYv‡eÿ‡b cÖkvmb/wnmve wefvM‡K mnvqZv cÖ`vb| 

• Awdm (mKj dvwY©Pvi, `iRv Rvbvjv, c ©̀v, d¨vb BZ¨vw`) I Awdm cÖ½‡bi cwi¯‹vi cwi”QbœZv wbwðZ Kiv, 

mgqgZ Awdm †Lvjv I eÜ Kiv ( `iRv Rvbvjv)| 

• Awd‡mi mvwe©K wbivcËv wbwðZ Kiv|  

• mKj Awdwmqvj miÄvg/jwRw÷K mgqgZ Kvh©Ki Dc‡hvMx ivLv| 

• cÖkvmb wefv‡Mi cvkvcvwk †cÖvMÖvg ÷vd‡`i cÖ‡qvRb Abyhvqx d‡UvKwc wbwðZ Kiv|  

• cÖK‡íi cÖwkÿ‡b cÖ‡qvRbxq DcKiY mieivn wbwðZ Kib mn mdj ev Í̄evq‡b mvwe©K mn‡hvwMZv Kiv|  

• wgwUs/cªwkÿY/IqvK©kc BZ¨vw`i mgq; Pv/Kwd/ œ̄v· Ges Lvevi h_vh_fv‡e wbwðZ Kiv|  

• Awd‡mi cyivZb/Ae¨eüZ miÄvg msiÿY, dvBj, cwÎKv, wewmwm/AvBBwm DcKiY, g¨vMwRb BZ¨vw` h_vh_ msiÿY Kiv| 

• cÖK‡íi Awdwmqvj Kvh©vejx wbiwew”Qbœfv‡e Pvwj‡q hvIqvi Rb¨ me©ÿwYK meai‡bi mn‡hvwMZv Kiv|  

• cÖkvmb/dvBb¨vÝ I Ab¨vb¨ mK‡ji cÖ‡qvRbxq Awdm dvBj¸‡jv msiÿY I cÖ‡qvR‡b Ly‡R †ei Ki‡Z mnvqZv cÖ`vb Kiv|  

• DaŸ©Zb KZ…©c‡ÿi wb‡ ©̀‡k Awd‡mi/cÖK‡íi cÖ‡qvR‡b  cÖ‡qvRbxq mKj Kv‡R mnvqZv Kiv ev `vwqZ¡ cvjb Kiv|  

• d‡UvKwc/¯úvBivj evBwÛs/wcÖw›Us g¨vwkb I cÖ‡qvR‡b Ab¨vb¨ Awdm mnvqK DcKiY (equipment) cwiPvjbv Kiv I 

iÿbv‡eÿY Kiv| 

• Awdwmqvj mvaviY e¨vswKs Ges Kzwiqvi Kvh©µ‡g A_© I cÖkvmb‡K mn‡hvwMZv Kiv|  

• Af¨šÍixb I ewnivMZ mKj evZ©v Ges wPwVcÎ Av`vb cÖ`vb Kiv|  

• cÖwkÿY DcKiY  Ges AvBwU miÄvg w`‡q mnvqZv Kivi Rb¨ wewfbœ cÖwkÿ‡b AskMÖnY Kiv/Dcw ’̄Z _vKv| 



• Awd‡mi DaŸ©Zb I Awd‡m AvMZ mKj †`kx/we‡`kx AwZw_‡`i Avc¨vqb I wUwKU msMÖ‡n mn‡hvwMZv Kiv| 

• ‡÷vi e¨e ’̄vcbv Ges Avc‡WU ivLv|  

• GQvov Awd‡mi cÖ‡qvR‡b cÖK‡íi DaŸ©Zb‡`i wb‡ ©̀‡k †h †Kvb `vwqZ¡ cvjb Kiv|  

 


