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Training and Admin Assistant

	[bookmark: _Hlk122621579]Job grade
	International
	Reports to
	Venus Calanda

	Directorate
	Conservation and Policy

	Function
	Training and Admin Assistant  

	Contract 
	Fixed-term contract 

	Location
	Ortigas, Philippines



Responsibility for resources
	Direct line reports
	NA
	Responsibility for other resources
	NA

	Financial resources
	AFD
	
	



Our vision and mission 
The Zoological Society of London (ZSL) is an international conservation charity, driven by science, working to restore wildlife in the UK and around the world. Our vision is a world where wildlife thrives and every role, every person in every corner of ZSL has one thing in common – we are all conservationists, and passionate about restoring wildlife.

The Zoological Society of London Philippines (ZSL Philippines) country office was established in 2010 as an SEC-registered NGO and serves as the Philippine programme of ZSL, a UK-based international conservation organization. Headquartered in Iloilo City, ZSL Philippines implements science-based and community-led conservation programmes across coastal, marine, and freshwater ecosystems. Over the past 15 years, ZSL Philippines has developed strong expertise in mangrove restoration, marine protected areas, and species conservation, including work on seahorses, Philippine eels, Palawan pangolins, and the Mindoro tamaraw. The programme operates across multiple sites nationwide, with staff based in Iloilo, Tuguegarao, and Cebu.

ZSL Philippines has approximately 40 staff and is supported by robust operational systems that enable effective and collaborative conservation action across priority landscapes and seascapes.

Project Description
Advancing Blue Carbon Policy in the Philippines: Supporting Released Public Lands Assessment and Seagrass Conservation Frameworks:  Technical Assistance Partnership with DENR and DA-BFAR for Evidence-Based Decision-Making, Capacity Building, and Sustainable Financing of Coastal Blue Carbon Ecosystems

The Philippines has a critical opportunity to advance blue carbon conservation by translating strong policy momentum into concrete action. This 18‑month technical assistance partnership with DENR and DA‑BFAR to operationalize mangrove restoration policies and build foundational capacity for seagrass conservation, supporting climate commitments, coastal resilience, and sustainable livelihoods. It adopts a unified strategy that recognizes the need for immediate implementation tools for mangroves and long-term capacity building for seagrass ecosystems, aligning both with national development goals and international financing support. 

The project delivers two integrated components: first, the development and pilot testing of a Joint Administrative Order (JAO) with standardized assessment tools to guide evidence‑based land use decisions across over 53,000 hectares of released public lands; and second, the establishment of technical, policy, and financing frameworks for seagrass conservation, including carbon assessment, ecosystem valuation, and a National Seagrass Strategy. Together, these efforts will strengthen institutional capacity, enable coordinated governance, and create pathways for sustainable blue carbon financing—positioning the Philippines as a leader in climate-resilient coastal management.
    
Purpose of the Role
To support the planning, delivery, and documentation of training and capacity-building activities by providing logistical, administrative, and coordination support.

Key responsibilities
Training & Project Delivery 
· Provide logistical support for training activities and project events, including coordination of venues, schedules, materials, and participants
· Prepare, organize, and distribute training materials such as handouts, presentations, and guides
· Assist in the delivery of training sessions and project events, including registration, facilitation of group activities, and field exercises
· Maintain accurate participant records, attendance sheets, and training databases, ensuring proper documentation
· Document training activities and events, including notes, key discussions, outputs, and assist in the preparation of training reports and summaries
· Administer and support evaluation processes, including pre/post-tests and feedback forms, and compile training data, results, and participant feedback

Project Administration, Logistics & Compliance 
· Provide general administrative and coordination support to the project and training team, ensuring smooth day-to-day implementation of activities
· Coordinate with participants, facilitators, partners, and service providers to ensure effective communication and timely execution of activities
· Support logistical arrangements, including procurement, canvassing, travel coordination, venue setup, and management of training supplies and equipment
· Maintain organized filing systems and comprehensive records (both physical and electronic) of project documents, reports, and activity documentation
· Ensure compliance with organizational policies, donor requirements, and audit standards, including proper documentation and record-keeping
· Support implementation of health, safety, and safeguarding measures during activities, including basic risk mitigation, emergency preparedness, and adherence to protocols
Person Specification
	Experience

	Essential
	· Bachelor’s degree in any relevant field
· 1–3 years’ experience in training support, administration, or project work
· Strong organizational and coordination skills

	Desirable 
	· Experience supporting workshops or capacity-building activities
· Familiarity with environmental or development projects
· Experience working with LGUs or partner organizations

	Knowledge and skills

	Essential
	· Basic administrative and coordination skills
· Good communication and interpersonal skills
· Attention to detail and record-keeping
· Ability to use standard tools (e.g., MS Office)

	Desirable
	· Basic understanding of training processes and facilitation support
· Experience with data collection or documentation
· Familiarity with field-based activities




Acknowledgement 
I have read and understood the Job Description, and I hereby acknowledge the conditions and responsibilities for the job as stipulated in this Job Description.

	


	
	

	Job Holder’s Signature over Printed Name
	
	Date signed



Kindly affix your signature and date signed on each page of the Job Description.
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