
 
 

SEAMEO REGIONAL CENTRE FOR ARCHAEOLOGY AND FINE ARTS 

 

SEAMEO SPAFA is a non-profit International Organization working for the 

development of the fields of Archaeology and Fine Arts through its training, 

workshop seminar conference research and publication programmes in its 

eleven-member countries in the Southeast Asia. 

We are presently seeking qualified people to join our team. 

Urgently Requires, 

 

1. Secretary I 

 
Qualifications and experience: 
 

a)  Thai citizen, age between 25 - 40 years at time of application.  

b)    At least a Bachelor’s Degree in Business Administration (Secretarial School), General 

Management, Social Sciences, Liberal Arts, Education, or related fields.  

c)     Excellent command of spoken and written English.  

e)    Excellent command of written Thai.  

f)     Preferably with working experience in government office, regional organization, or  

     international organization related to culture, education, or similar fields.  

g)    Competent computer and internet skills. 

h) At least 2 years of experience in executive secretarial work. 

 

2. Assistant Administrative Officer 
 

Qualifications and experiences 

 

a)    Thai citizen, age between 25-40 years at time of application. 

b)     At least a Bachelor’s Degree in Business Administration, General management or related 

fields.  

c) Two years of experience in clerical duties. 

d)     Good command of English particularly with the ability to comprehend contents of 

correspondence and related documents. 

e)    Competent computer and internet skills.  

f) Possess basic skill/knowledge in using computerized word processing, data base 

management, electronic spreadsheet applications on microcomputer. 

 

  



 
 

3.  Driver II 

 

Duties and responsibilities: 
 

a)    Thai male citizen, age between 25-40 years at time of application. 

b)   Minimum Education: at least compulsory education, High school, or equivalent. 

c)     Proficiency in spoken and written Thai.  Speak, understand and read enough English to  

   follow simple instructions. 

d)   Acquaintance with the locations of the various government offices/institutions and  

    embassies in Bangkok. 

e)  Knowledge in the proper maintenance of automobiles would be an advantage. 

f)   Preferable with some years of experience as a driver of an international or foreign  

   organization/company. 

g)  Should have had a driving license with clean record for at least 5 years. 

 

 

We offer tax-exempted salary rate, and other benefits to selected candidates.   Interested applicant 

please apply in person or send an application letter with your resume and a recent photo not later 

than 15 January 2023. 

 

Address:  

SEMEO SPAFA (Administration service) 

SPAFA Building, 81/1 Si-Ayutthaya Road 

Vajiraphayaban, Dusit  

Bangkok 10300, Thailand 

Tel : 02-2804022-9 ext. 110 

Email: spafa@seameo-spafa.org or vassana@seameo-spafa.org 
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