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Job Description )
Deputy Secretary-General for ASEAN Soclo-Cultural Community

Job Title : Deputy Secretary-General

Department - ASEAN Socio-Cullural Community (ASCG)
Reparting to - Secretary-General of ASEAN

Supervising « Direclorate Heads

»  Division Heads

The purpose of the position is to lead the work of the ASCC Department, ensuring clear
prioritisation and alignment to overall policy objectives.

Provide strategic direction and guidance for the Department in accomplishing the shor-term,
medium-term and long-term tasks required to establish the ASCC by 2045,

«  Prloritize and coordinate the work of the Department to work collaboratively toward the gosal
of an ASCOC,

< Direct, guide and marage the Divisions in fulfiling their respansibilities.
Manage the day-to-day operations of the Deparment, including personnel and financial
management, and providing leadership to the management of soclo-ctiitural cormmunity

isslies,
»  Represanithe ASEAN Secretariat (ASEC) at senior officlals meetings and manage matters of

strategle importance. ,
Ensure continuing professional development of staff in the Department by undertaking

performance management and people development practices,
. Provide leadership in aligning the activities of the Depantment o the overall mandate, role

and funcliong of the ASEC.
«  Confribute to the collective leadership of ASEC.

Provide strategic direction and guidance for the Department in accomplishing the short-
term, medium-term and fong-term lasks required to establish the ASCC by 2015,

1. Provide the strategic framework for the Depariment in the implementation of socio-cuitural
community activitles with the ASCC as the eventual goal.

2. Map out with the Direciorate Heads and Division Heads the short term, medium tecm and
long term tasks for socio-culturalcommunity in implementing the various initiatives agraad by
the Member Stales to ensure smooth implementation.

3. Provide high level socio-cutturai policy advice to the Secrefary-General and A
States In relation to socio-cultural community issues.

4, Contribute to ensuring the balanced development of socio-cultural community building efforts
vis-a-vis the other two pillars of the ASEAN Pelitical-Security Community (APSC) and the
ASEAN Economic Community (AEC),

. .8,__Eacilitate. the.work..of ASEAN.Member._States
defiver the ASCC and take the initiative to provide proposals on how to tackle implementation
issues.

6. Monltor the strategic direction of ASEAN socio-cultural community building in relation 1o
international and regional developments and provide inputs 1o ASEAN Member States on
pertinent issues that may impact ASEAN Integration.

7. Liaise with the Community & Corporate Affairs (CCA) Department to ensure that the research
priorities of the Department are In line with the needs and requirements of ABEAN so as 1o

provide the intellectual foundation for socio-cuttural community.

SEAN Member

_In_implementing_the_measy res.required to .



Priorftise and coordinate the work of the Department to work collaboratively toward the
goal of the ASCC,

1,

2.

Set carefully prioritised objectives of the Depariment for each financial year, and direct
Divisions to develop supporting work plans.
Goordinate the various sectors under the purview

towards the goal of the ASCC,
Promote dialogue and interaction among the Department {0 forge inter-linkages and

alignment to the strategic vision of the ABCC. In this regard, promote jeint handling and
tackling of horizontal issues both within the ASCG and with other Deparimants, ‘
Ensure approprisie programs are developed and implemented to facilitate  the

implamentation of the ASCC.,

of the Department to work cohesively

Direct, guide and munage the Divisions in fulfilifng thelr responsibilities,

1,
2.
3
4.

Oversee and direct the Depariment undertaking diverse soclo-gultural cooperation inftiatives

and activities to contribute to the achisvement of the ASCC. ‘
Monitor progress toward the objectives of the Depariment and the Implementation of the work

plans and take corrective actions, if necessary. . .
Moniter emerging issues and ensure that work is prioritised appropriately In response to

those issues. Whare necessary, regllocate resources accordingly, .
Regularly assess the performance of the Department in achieving objactivas and take

appropriate measures to rectify any shericomings for subsaguant work plans.

Manage the day-to-day operations of the Depariment, including personnal and financial
management, and ensuring ISO 9001-2000 compllance.

1.

2.

7.
8.

Manage and monitor operations of the Department and ensure effective aliccation of
resources for the various functions and & balance in the workload of the Divisions,
Monitor and ensure effective utilisation of the operational budget In conjunction with the

Finance & Budget Division, .
Manage all staff and related matiers to provide a friendly, cordial and a motivated

environment to work,

Promote multi-tasking and delegation of work to the mid-level and junlor staff to maximise
Depariment effectiveness snd to develop individaal skilis. )
Promote & learning organisation in the Department by supporting training and skilis
upgrading.
Ensure IS0 9001-2000 compliance in the Deparment and fook at areas and lssues that
could be improved further to malntain and enhance 180 9001-2000 compliance.

Facllitate effective communicatisn and coordination within and across Departments,
paricularly those that have cross-sectoral dimensions and with ASEAN Member States,
Ensure high quality output from the Depanment and discipline and decorum.

Represent ASEC at senlor officials meetings and manage matters of strategle Importance,

1.

2,

Represent ASEC at senior officials and Ministerial mestings and in meetings of other key
committees making policy decisions and setting the direciion for economic integration.
Analyse and make recommendations on matters of strategic and poficy significance and
provide ASEC's inputs to the relevant rmeetings te faciliitate decision making.

Manage relevant externat relationships and develop network of contacts both within ASEAN

bodies and Tegional and intemational Giganisations {6 facilitaté the work of ASEC.

Liaise and provide support to relevant ASEAN bodies for the establishment, implementation

and realisation of ASEAN initiatives and agreements in the various sectors,
Serve as a link between private sector and poficy makers from ASEAN Member States on

sconomie lssues related to the various sectors.



Core Competencies

Leadsrship & Managerial Competency

Leadership: Abliity to translate plans Into actions

People development: Abllity to develop the compelencias required of slaff

Planning & organising: Ability to estabiish a oherent course of action to achieve goals

GCoaching and counselling skills ‘
Good Intarpersonal skills, including & high standard of liaison skills, demonstrated by

experience at sanior levels of gaverament.

e

Technical Competency
1, Understanding of raglonal and intsrnational social and cultural issues

2. Ablity to lead and facilitate meetings
3. Good command of English
4, Substantive Subject Areas
» Demonstrated understanding of soclo-cultura
environment, humanitarian  assistance, health,
information, youth, education, and social weifare,
. Strong awareness of the development In the regional and |

soclo-culiure,

t cooperation and coordination, in patticular
science & technology, culiure &

ntarnational economy and

LELE AL
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