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Myanmar Red Cross Society 
 HR-VA No.082 – Admin Officer  

Myanmar Red Cross Society (MRCS) is volunteer based humanitarian organization throughout the 

whole country acting with and for the most vulnerable at all times. 

 

 

No. of Post  : 1 post  

Report to : Assistant Director  

Department : Administration Department 

Duty Station : Naypyitaw/Yangon  

Grade : D-2   

Benefits : Salary + Insurance + Monthly Allowances + Periodic Allowances + Training 

Communication Charges + Travelling Allowances + Casual Leave +   

Quarantine Leave + Earned Leave + Medical Certificate Leave + Maternity 

Leave + Home Leave + Substituted Leave + Paternity Leave + 

Compassionate Leave + Blood Donation Leave  

Application Period  : 23-June-2026 to 7-July-2026, 16:30 p.m. 

Brief Intro About Department or Program: The Administration Department is one of the twelve 

departments at the Myanmar Red Cross Society (MRCS) Headquarters. It is structured with 

2 main units and 8 sub-units. These sub-units include: the Office Unit, Building Unit, Motor 

Vehicle Unit, Security Unit, Library, Cleaning Unit, Garden Unit, and Canteen Unit. The 

department is responsible for ensuring the systematic operation of departmental office 

functions, and for managing staff welfare by facilitating suitable living conditions, food 

services, and transportation. 

Purpose of the Position: The Admin Officer is responsible for carrying out the duties of the 

Administration Department, primarily ensuring the smooth and effective operation of office 

activities at both the Nay Pyi Taw Headquarters and the Yangon Sub-office. This includes 

cleanliness, security, management of organization-owned vehicles, and coordination with 

other departments on administrative matters. 

Admin Officer  



 

"Person with disability are encouraged to apply this post as they will be given equal opportunity" 

"Our recruitment and selection procedures reflect our commitment to the safety and protection of children, and prevention of violence among communities’ 

members in our programs" 

Humanity, Impartiality, Neutrality, Independence, Voluntary Service, Unity and Universality 

  MRCS/ Admin Officer for Admin Dept/ NPT/YGN (23/6/26) 
Page 2 of 5 

Myanmar Red Cross Society 
 HR-VA No.082 – Admin Officer  

Duties and Responsibilities: 

Office Operations 

1. The office operations of the Administration Department must be supervised to ensure 

systematic implementation. 

2. Incoming and outgoing office letters must be submitted to the Director in a timely 

manner, and the related instructions must be followed and implemented. 

3. Meeting minutes must be recorded, approved by the Director, and distributed; decisions 

made must be implemented accordingly. 

4. The petty cash of the Administration Department must be reviewed and used 

systematically in accordance with financial regulations. 

5. Staff recruitment matters of the department must be planned and carried out. 

6. Red Cross Brigade related office matters must be carried out under the supervision of the 

Central Administrative Committee. 

Administrative Matters 

7. Necessary administrative arrangements must be made for meetings, trainings, 

ceremonies, and workshops held at Nay Pyi Taw Headquarters and Yangon Sub-office. 

8. Arrangements must be made for accommodation and catering for individuals attending 

meetings, trainings, and workshops held at Nay Pyi Taw Headquarters. 

9. Administrative tasks related to EC/SG offices and dormitories must be planned and 

carried out. 

10. The canteen must be supervised in accordance with the decisions of the Canteen 

Supervisory Committee. 

11. Canteen utensils and kitchen equipment at Nay Pyi Taw Headquarters must be 

maintained and managed. 

12. Procurement, replenishment, and maintenance of stationery and IT equipment for the 

Administration Department must be carried out. 
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13. Properties owned by the organization under the department must be maintained, and 

when rented to other departments, proper issuance and return procedures must be 

followed. 

14. Matters related to office cleanliness, gardens, and security must be strictly managed. 

15. Regular monthly inspections for the cleanliness of staff dormitories and surrounding 

areas must be supervised and implemented. 

 Maintaining Records and Registers 

16. The department’s financial records and registers must be prepared and maintained in 

accordance with financial procedures and regulations. 

17. Registers for the organization’s buildings and properties must be properly maintained 

and kept audit-ready. 

18. Records of Red Cross Brigade members must be documented and maintained. 

 Reporting 

19. Monthly financial statements must be prepared within the specified deadline, approved 

by the Director, and submitted to the Finance Department. 

20. The department’s monthly activity report must be approved by the Director and 

submitted within the specified deadline. 

General 

21. Coordination and collaboration must be carried out with relevant departments and other 

organizations to ensure smooth office operations and administrative processes. 

22. Additional tasks related to the organization must be undertaken when assigned. 

23. Duties assigned by the Director, Deputy Director, and Assistant Director must be accepted 

and carried out accordingly. 

Skills, Competencies and Requirements: 

• Must be University Graduate  

• Minimum 3 years of experience in office work  
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• Must be proficient in performing office tasks using computers  

• Must be able to participate and contribute in the organization’s activities in accordance 

with Red Cross fundamental principles  

• Must have good interpersonal skills  

• Must be able to live and work in Nay Pyi Taw and Yangon  

• Must be able to supervise staff effectively  

• Must be in good health  

• Must be able to handle work-related stress and be willing to  

• Able to work well in a team and live in stressful situations 

• Must be able to work overtime when required  

• Ability to work with local authorities, volunteers, youth and the management of State/ 

Division and Township Red Cross Committee 

• Ability for follow Red Cross (7) Fundamental Principle, MRCS Policy, Strategies and Guidelines 

• Understanding of Commitment to and willingness to actively promote the Red Cross and Red 

Crescent Fundamental Principles 

• Experience Of Working for the Red Cross/ Crescent is preferred  

• Red Cross Volunteers and females are encouraged to apply 

• Applicants are required to fully comply with MRCS staff regulations, the organization’s code 

of conduct, PSEA policy, child safeguarding standards, anti-fraud and corruption measures, 

equal opportunity principles, and all other zero-tolerance policies and procedures 

“We strive to advance diversity and gender equality across our organization and 

strongly encourage applicants from diverse backgrounds to apply.” 

 

**Note: Applicants will be considered to be shortlisted that need to send 

application letter, CV, passport-size photo, education qualifications and references 

(PDF Version) to: 
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Head Office:  Yangon Office:  

Myanmar Red Cross Society  Red Cross Building  

Razathingaha Road, Dekhinathiri Tsh,  No.42, Strand Road, Botahtaung Township,    

Nay Pyi Taw Yangon   

Email: mrcshrrecruitment@redcross.org.mm  

For more information and application, please visit to the www.redcross.org.mm 

Only short-listed candidates will be contacted for a personal interview. 

mailto:mrcshrrecruitment@redcross.org.mm
http://www.redcross.org.mm/

