
Our company is growing rapidly and is looking for a knowledge management
specialist. We appreciate you taking the time to review the list of qualifications
and to apply for the position. If you don’t fill all of the qualifications, you may still
be considered depending on your level of experience.

Responsibilities for knowledge management specialist

Maintain the organisation's document Management System
Write, review, or execute plans for testing new or established document
management systems
Update compliance forms or create new ones .Ensure that the company's
templates and forms comply with country specific legal requirements
Operate data capture technology to import digitized documents into
document management system
Contribute to external knowledge requests and databases where company
knowledge need to be consolidated and provided into external requests
Main roles/mandates/goals of the DGIS, other departments of the MoE, and
other relevant institutions in relation to knowledge and information
management reflecting the recent proposal to establish the Eco Mapping
Center
Existing donor assistance to the department (e.g., Ecosystem, WESTool,
JICA, FAO, ADB, SERVIR Mekong) and cataloging the various types data and
tools provided for the department (This work will be facilitated in cooperation
with the USAID SFB Project)
Present institutional capacities (human resources, admin and finance) and
technical capacities (GIS and remote sensing) of the DGIS (This work will be
facilitated in cooperation with SERVIR Mekong)
Present and future priorities and needs of the DGIS, other departments of
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Capacity gaps (HR, finance and admin, technical) to achieve the future
priorities and meet the needs of the department (This work will be facilitated
in cooperation with SERVIR Mekong)

Qualifications for knowledge management specialist

A working knowledge of media relations, publishing and events planning
fields
Experience with public and/or private donors including a strong
demonstrated knowledge of communications and social media strategies for
funded projects preferred
Experience with communications and outreach in the climate change,
adaptation, resilience and/or clean energy is preferred
An interest in international development and a demonstrated knowledge of
the industry
University degree with demonstrated high academic achievement, ideally in
business administration, corporate finance/M&A or other relevant subjects
2-4 years of general knowledge/content management and/or research
experience (e.g., within a professional services firm, academia, government,
etc) with a focus on Corporate Finance/M&A


