
 

POSITION: Administration Officer  

The Organization  

The Asia and Pacific Seed Association (APSA) is a non-political provident 
association of enterprises and organizations in countries worldwide with a 
focus on the Asia-Pacific region. It is the largest regional seed association in 
the world. APSA members are involved in seeds and seed-related activities 
concerned with the increased production and trade of quality seeds.  

Duties and Responsibilities  

The incumbent will work closely with APSA members and the office 
secretariat to improve the administration of membership services and record 
keeping in the APSA office. The primary responsibilities of the incumbent 
will include:  

Productive, efficient and regular communication and cooperation 
between members with regards to their payments to the association;   

Promote through APSA services and benefits when given the 
opportunity through regular administrative communication with 
members;  

Work closely with the APSA Membership Officer to improve member 
retention by following up on lapsed membership and overdue 
payments.  

Active participation in APSA events and event organizing.  

Take part in duties associated with APSA office registration, and 
foreign employee work permit and visa applications with local official 
offices. 

Office administration duties such as but not limited to emailing 



invitations and tracking replies, ordering supplies, liaising with travel 
providers, and recording and organizing inventory.  

Relationship building and networking with local vendors and suppliers. 

Work closely with the Executive Director to assist on internal and 
external communications.   

Qualifications and Experience  

Bachelor degree or higher.  

Fluent in English and Thai  

Ability to relate and work harmoniously and effectively with peers of 
various nationalities 

Computer skills, particularly: Microsoft suite and professional email 
and letter writing communication abilities.  

Reporting The incumbent will need to work directly with committees and 
working groups both within and outside APSA, reporting to the Executive 
Director.  

Salary and Conditions: 38,000 THB per month with an annual bonus 
scheme.  

Location The principle location will be the APSA Headquarters based in 
Bangkok, Thailand.  

Application Interested applicants are requested to send a copy of their 
current resume and cover letter by email (may@apsaseed.org) to the Director, 
Asia and Pacific Seed Association (APSA) or by post to P.O. Box 1030, 
Kasetsart Post Office, Bangkok 10903. Thailand.  


