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Bhutan Youth Development Fund

ﬂ;ﬁh President, Her Majesty Ashi Tshering Pem Wangchuck



Innovate Bhutan
YDF Centre for Social and Business Innovation

Position Description
Social Enterprise Officer (Innovate Bhutan)
Innovate Bhutan (iBhutan) is a Bhutan YDF initiative to support new and aspiring innovators and Entrepreneurs in every aspect of their entrepreneurial journey. This includes helping them upskill on various aspects of entrepreneurship, provide mentoring support, help find funding for their businesses and provide a space to incubate and launch their businesses from. 
A) Roles Overview 
The person in this role will directly report to Chief of Social Enterprises, YDFSE and will be responsible for day-to-day management of the organization. The selected candidate will get experience in managing program and operations for a lean organization in an entrepreneurial way. This role will prepare the individual to work in a competitive professional environment handling a variety of responsibilities. 
B) Duties and Responsibilities
The overall responsibility of the Social Enterprise Officer shall manage program and service, human and other resources, communication and marketing of the iBhutan; and assist the Chief Social Enterprises in preparing and reviewing business cases and growth strategy, and strategic partnership. 
B.1 Stakeholder Communication and Engagement: 

· Keep the iBhutan community updated on social media regarding ongoing programs and upcoming opportunities. Keeping the community engaged and informed

· Maintain the alumni database and keep the alumni engaged and informed about opportunities at iBhutan
· Answer queries from prospective participants both online and over the phone 
· Maintain the website and keep it updated 
· Promoting and branding iBhutan product and services within and outside Bhutan

· Communication with participants of the various iBhutan programs. Keeping them informed of all announcements and answering queries over phone and email
B.2 Program Management:
· Managing the day-to-day operations of iBhutan service and resources, with effective mechanisms of management and administration
· Co-creating and delivering efficiently the program and service of the centre to client and/or beneficiaries
· Planning and organising iBhutan events and training end to end
· Mobilizing young entrepreneurs and innovators for iBhutan including the iBhutan community

· Creating and managing network of mentees and mentors, and investors for iBhutan

· Providing YDF a brief progress reports every month and detailed progress report every three months (quarter)

· Maintaining documentation for the program including enrolment forms, feedback forms, expense sheets etc. 

B.3 Administrative Responsibilities: 

· Maintaining records and documentation for iBhutan 
· Setting up and organizing meetings 
· Follow calendar year for accounting, monitoring and reporting
· Maintain books, records, documents and other evidence relating accounts and financial
· Setting up and organising meetings including team, and committee meetings.
C) Professional Requirements

· A growth mindset- eagerness to learn new skills and develop 

· Proactive in identifying problems and coming up with solutions 
· Ability to quickly adapt to unexpected circumstances 
D) You will have
· Bachelor degree in relevant field,
· At least two years’ work experience in management, training, and administration; and good fluency in both English and Dzongkha
· Excellent interpersonal skills and ability to negotiate 
· Planning and organization skills with strong task management. Ability to manage time and meet deadlines without requiring follow-up 
· Ability to multitask and handle multiple responsibilities at once with little supervision 
E) We can offer 
Duration of contract
: Two-year contract with possible extension
Probation

: 6 months
Leave


: Casual and earned leave as per YDF HR Rule 2018
Duty station

: Innovate Bhutan, YDF Nazhoen Pelri, Thimphu

Commencement
: February, 2022
iBhutan will provide the candidate with opportunities for professional learning according to international work standards. This includes both technological and behavioural skills in addition to internalization of the latest process excellence standards, opening up a world of opportunities for the individual. 
	Position
	Slots
	Level
	Pay Scale

	Social Enterprise Officer

Innovate Bhutan 
	1
	V-3 Bachelors Degree with 2-4 years relevant work experience 
	25,270/-

	
	
	V-2 Bachelor Degree with 4-8 years relevant work experience 
	28,078/-


*Please note that the salary will depend on your experience level and is inclusive of both contract and other allowances 
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