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Green Weaving Center
A Green Social Enterprise of YDF & AHACD

Position Description
Social Enterprise Officer
A) Background
Bhutan Youth Development Fund (YDF) and Academy of Himalayan Arts and Child Development (AHACD) jointly launches a social enterprise called ‘Green Weaving Center (GWC)’ in Thimphu.

GWC is a center for: (i) teaching and preserving the methods and materials used in traditional Bhutanese weaving, as well as its history and, (ii) early child education for the children of weavers and staff.
This is a “Green” center because the traditional methods and materials of weaving are environmentally friendly and we want everything we do and produce at this center to carry a message of sustainability and harmony with nature. We use Himalayan art and philosophy as tools to teach mindfulness and combing this traditional culture with modern theories of human development and SEL techniques in order to create a holistic educational experience. Three key components of SEL curriculum: self-care, care for others, and care for the environment. 

Through this center we will teach mothers about child development through artistic experiences while empowering them economically. Children can learn art, music, and stories and have time to bond with their mothers during the workday
We are seeking a dedicated, proactive, mature and experienced individual as our Social Enterprise Officer. S/he should have a positive attitude and background in business or/and project that has entrepreneurship and innovation elements.
B) Duties and Responsibilities
The overall responsibility of the Social Enterprise Officer shall collaboratively assist the Project Coordinator in the overall functions of GWC including coordination and supervision of operations of different team members; maintaining and updating online site and social media pages and reports (financial and non-financial); as well as prepare and review business cases and manage cash flow and growth strategy. 
More specifically, as the Social Enterprise you will: 

1) Assist the Project Coordinator (PC) in managing and coordinating the daily operations of the GWC and ensuring the timely achievement of our project goals;
2) Act as a liaison between PC, YDF, and AHACD for smooth operation of the project;
3) Implement, together with PC, the approved plans, programs and activities within the approved budget.
4) Maintain and update the inventory of project furniture and equipment, stock and sale of green products (including marketing), and online sites of the project and social media; 
5) Prepare and review reports, business cases, project plans; and manage cash flow and growth strategy;
6) Follow and implement the Human Resource and Administrative rules and regulation of YDF;
7) Any other related duties as assigned. 
C) Attitude, Knowledge and Skills
1) Positive and learning attitude;
2) Strong organizational and interpersonal skills;
3) Knowledge of textile industry and traditional Bhutanese culture;
4) Work background in education in Bhutan;
5) Ability to determine appropriate course of action in more complex situations;
6) Ability to work independently, exercise creativity, be attentive to detail, and maintain a positive attitude;
7) Ability to manage multiple and simultaneous responsibilities and to prioritize scheduling of work;
8) Ability to be flexible, organized and function under stressful situations;
9) Ability to complete work assignments accurately and in a timely manner;
10) Ability to communicate effectively, both orally and in writing.
D) Professional Requirements

1) Adhere to dress code, appearance is neat and clean;
2) Maintain business confidentiality at all times;
3) Report to work on time and as scheduled;
4) Maintain regulatory requirements, including all district and local regulations;
5) Represent the project in a positive and professional manner at all times;
6) Comply with all policies and standards regarding ethical business practices;
7) Communicate the mission, ethics and goals of the project;
8) Participate in performance improvement and continuous quality improvement activities;
9) Attend regular staff meetings and workshop deemed necessary;
10) Have high integrity, maturity and personal drive.

E) You will have
1) Fluency in English and Dzongkha – both writing and speaking communication skills;
2) Bachelor degree in Business Administration/Management or relevant skills. Master’s degree would be an asset;
3) Experience in developing and managing stakeholder and partnerships; 

4) At least five years’ experience in business management including business plan development and preparation, business assessment and development, mentorship, project and financial management. 
F) We can offer 
1) Staff position

: Two-year contract with possible extension
2) Monthly Salary
: Nu. 22,268.00 (lump sum), Level V-1 professional category
3) Leave


: Casual and earned leave as per YDF HR Rule 2016
4) Duty station

: Green Weaving Centre and YDF Social Enterprise, Thimphu

5) Commencement
: 1st March 2020
6) Learning and development opportunities as part of on-the job professional development and immersion
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