Job Information Pack:
Coordination and Engagement Assistant
About:

Lakhon Komnit Organization (LKO) - meaning Thinking Theatre
Organization - is a Battambang-based grassroots Cambodian
theatre group. We have been expanding access to participation in
the development of Lakhon Niyeay since 2017, and we registered as
an NGO in 2019.

Vision:

សម្លេងដែលមិនធ្លាប់លឺត្រូវបានបន្លឺឡើងនៅរាល់ការសម្តែងល្ខោននៅ
កម្ពុជា។
An unheard voice at the centre of every theatre performance in
Cambodia.

Mission:

ពង្រីកឱកាសដើម្បី បង្កើត សម្តែង ទស្សនា និង ចូលរួមដោយផ្ទាល់
ជាមួយសិល្បៈល្ខោនក្នុងការចែករំលែកពីរឿងរ៉ាវដែលកប់បាត់នៅក្នុង
សង្គមកម្ពុជា។
To expand opportunities to create, perform, witness and participate
in theatre that shares buried stories from Cambodian society.
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Values:

Solidarity: Theatrical engagement is a way of listening attentively which
connects people, removes isolation, and restores dignity.
Critical Thinking: Theatre must cultivate emotional intelligence and critical
consciousness in its creators, spectators and participants in order to ignite
agency.
Transformation: Theatrical representation must enable inner and outer
transformation—new ways of seeing, which reveal opportunities for change.
Shared experience: Our life experiences, personal histories and social
positions intersect with those of the communities we engage with. We
amplify voices: we do not appropriate experiences or impose external
narratives.
Cultural identity: We explore what Lakhon Niyeay reveals when it is
Cambodian-led and Cambodia-serving, in and against a context of
neocolonial influences and tensions.
Empowerment: Theatre is a language which offers power to those who
speak it. We deliberately include those who are otherwise silenced by social
and artistic exclusion.
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The role:

Coordination and Engagement Assistant

Reports to:

Executive Director

Key relationships:

Communications & Fundraising Manager
Visual Storyteller
Programs Assistant

Key external relationships:

Participants and partners

Employment type:

Fixed term for 12 months. Potential for renewal
subject to performance and funding.

Salary range:

Starting from a full-time rate of $280 - 350,
depending on skills and experience

Working hours & location:

Primarily 8am-midday and 1.30-5.30pm,
Monday-Friday at LKO office in Battambang.
Activities frequently fall on weekends and evenings,
for which time off in lieu will be given. The role
includes some travel to activities within Cambodia.

Benefits:

NSSF insurance and pension contributions and
private accident and health insurance.

PLEASE NOTE:
LKO is a new organization with a small team. The scope of work in each role is
broad. We are committed to expanding our team’s individual and collective
capacity, and developing the organization’s work to achieve our goals. Each
member of the team is expected to work to the best of their ability, and to be
flexible, open-minded and excited about working in a varied role for a growing
organization.
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Role summary
The Coordination and Engagement Assistant supports the Executive Director and
Management team with a wide variety of administrative, coordination and
communication tasks. They support the smooth running of the organization, and
the development of our programs, projects and services. They also contribute to
developing our online and offline audiences, which is central to LKO’s aim of
expanding access to Lakhon Niyeay.
This position is open to Cambodian Nationals only.

Main roles and responsibilities
1.

Coordination

Support the ED and Management team with planning and coordination tasks for
LKO’s changing program of projects and events:
● Draft, edit and organise documents and calendars in both English and
Khmer;
● Communicate with new and existing partners about collaborative activities;
● Contribute to drafting MoUs, contracts and work plans;
● Use monitoring and evaluation tools to regularly collect and process data on
activities, engagement and impact;
● Circulate agendas and take minutes for Board of Directors meetings;
● Support with general admin and organization, and activity-specific tasks such
as purchasing, organizing materials etc.;
● Any other tasks as reasonably required by the ED and Management team.
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2.

Communications:
● Work with the Communications Manager and Visual Storyteller to develop
LKO’s online and offline audience;
● Contribute to and follow an organised Social Media posting calendar;
● Translate website text and Social Media posts from English to Khmer; write
first drafts of English subtitles for videos in Khmer;
● Contribute to content creation, offering creative ideas and constructive
feedback, and supporting with the creation of photo and video;
● Maintain and develop positive relationships with our online audience by
responding to Social Media messages, comments and questions;
● Support with marketing and communications for a broad range of events,
including: workshops, performances at LKO, performances at other locations.

3.

Audience relationships
3.1.

Events:

● Contribute to venue and event management (planning and execution);
● Ensure all guests receive a warm welcome to LKO
3.2.

Membership:

● Contribute to the design, implementation and coordination of a
subscription-based Membership program;
● Attract and maintain support to our Membership program;
● Be the primary point of contact for Members, creating rapport and positive
relationships;
● Update and manage CRM system and send regular updates to Members.
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The successful candidate will be a proactive, organized person with strong
communication skills and a flexible, organized approach to a varied workload.

Key Performance Indicators:
Increased consistency, quality and quantity of online output
Larger Social Media following
More bookings to perform Theatre for Young Audiences and other shows
Growing audiences at our events
Active uptake of Membership program (target: 30 Members minimum by Dec
2023)
● More income generation and small donations
● Management team has more time to work on grant and project proposals.
●
●
●
●
●

Person specification:
LKO is an inclusive organization which works to challenge the discrimination faced
by marginalised people. Our current projects target people who identify as
LGBTQIA+, disabled, women facing violence, and men with a history of addiction.
Our founding theatre artists grew up in poverty and have minimal formal
education.
We want our staff team to be as diverse as the communities we work with. Many
people develop strong skills through their life and work experiences rather than
through formal education.
We need you to be a team player, enjoy challenges and have a proactive approach
to problem-solving. You must be a great listener, like sharing, care about
community issues and have a demonstrable passion for Cambodian arts.
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Education:
● No formal education required
● Training or equivalent experience in relevant skills
Skills:
● Confident using Word, Excel, Powerpoint
● Comfortable using online tools: Gmail, Google Drive (Docs, Sheets, Forms),
creating presentations using Canva
● Good at communicating in written Khmer
● Passion for communication and Social Media
● Attention to detail and strong organizational skills
● Ability to focus, prioritize tasks, manage own workload, and respond to
instructions
Experience:
● Working with people, such as:
○

in a customer-facing role

○ as part of a creative team
○ in an office environment
● Project work for an NGO or company
● Communicating face-to-face and in writing
Personal characteristics:
● Professional and hardworking
● Growth mindset and interested in personal and professional development
● Commitment to inclusion of marginalised people
● Strong communication skills
● Honest, reliable and mature

7

Languages:
● Khmer - native spoken and written proficiency
● English - good spoken and written ability
Note:

This Job Description may change and develop as the organization
grows, and changes will be discussed and agreed with the post holder.

How to apply:
Write us a letter, or make a short video to introduce yourself. Make sure you tell us
about all of these points:
● Why you want to work with Lakhon Komnit Organization
● Why you want to do this role
● Why we should choose you:
○ Your skills and experience
○ Your personal attributes
Send your application and a copy of your CV to lakhonkomnit@gmail.com

Deadline for applications: Wednesday 19th October 2022
Planned interview dates: Thursday 27th October 2022
Expected start date of role: Thursday 10th November 2022 (negotiable)

To discuss anything, request more information or ask questions, please contact us:
lakhonkomnit@gmail.com // +85570403495
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