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Reference No.: SAM/IUL/2023/003 
Vacancy Announcement  
Terms of Reference (ToR) for Administrator at the Na5onal Headquarters 
 

Posi&on: Administrator 
Duty Sta&on: The Scout Associa&on of Maldives, Na&onal Headquarters, Malé, Maldives 
Salary and 
Benefits:  

MVR 15,000 per month 
[Inclusive of all allowances and benefits as per the organiza&on's policies.] 

Repor&ng to: Chief Commissioner and Deputy Chief Commissioner Admin and HQ 
Supervisory Role: YES 
Dura&on: This is a full-&me posi&on with an ini&al contract dura&on of one year, subject 

to renewal based on performance and organiza&onal needs. 
 
Background:  
Scou&ng’s mission is to contribute to the educa&on of young people through a value system based on 
the Scout Promise and Law. Through Scou&ng, we are building a beZer world where people are self-
fulfilled as individuals and play a construc&ve role in society. 
 
The purpose of the Scout Movement is to contribute to the development of young people in achieving 
their full physical, intellectual, emo&onal, social, and spiritual poten&als as individuals, as responsible 
ci&zens, and as members of their local, na&onal, and interna&onal communi&es. 
 
The Scout Associa&on of Maldives is a Member Organiza&on of World Organiza&on of the Scout 
Movement. The Na&onal Headquarters serves as the central hub for coordina&ng and suppor&ng 
scou&ng ac&vi&es throughout the Maldives. 
 
Responsibili&es:  
The Administrator will play a pivotal role in ensuring the smooth opera&on of the Na&onal Headquarters 
under the guidance of Deputy Chief Commissioner Admin and HQ, with a specific focus on the following: 
 
1. Administra&ve Management:  

1.1. Oversee day-to-day administra&ve opera&ons, including recep&on, office maintenance, and 
supply management (including inventory) 

1.2. Manage all incoming and outgoing emails, leZers and phone calls.  
1.3. Maintain and con&nuously improve administra&ve systems, mailing lists, and databases.  
1.4. Plan and execute administra&ve tasks to enhance organiza&onal efficiency. 

2. Staff Management:  
2.1. Directly supervise and lead a team of the administra&ve and support staff.  
2.2. Conduct regular performance assessments, set performance goals, and provide professional 

development opportuni&es.  
2.3. Foster a posi&ve and collabora&ve work environment. 

3. Repor&ng:  
3.1. Prepare detailed reports on administra&ve ac&vi&es for review by the Chief Commissioner and 

Deputy Chief Commissioner Admin and HQ. 
3.2. Compile and produce reports, briefings, presenta&ons and informa&on sheets as required. 
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4. Coordina&on:  
4.1. Work closely with the Na&onal Commissioners to facilitate seamless communica&on and 

coordina&on within the Na&onal Headquarters.  
4.2. Assist in organizing and coordina&ng events, mee&ngs, and training sessions.  
4.3. Ac&vely par&cipate in relevant ac&vi&es that support the delivery of scou&ng ac&vi&es carried 

out by the Associa&on.  
5. Inquiry Handling:  

5.1. Process and respond to inquiries promptly, providing accurate and relevant informa&on to 
Leadership of the Associa&on, the Execu&ve CommiZee Members, Scout Groups and Adult 
Volunteers  

6. Miscellaneous Du&es:  
6.1. Perform any other du&es and responsibili&es appropriate to the post as assigned by the 

supervisor.  
6.2. Display flexibility and adaptability to take on addi&onal responsibili&es as needed. 

 
Qualifica&ons and Experience:  

• Bachelor’s degree in Business Administra&on, Management, or a related field.  
• Proven experience of minimum 2 years in a senior administra&ve role, preferably within a non-

profit or youth-focused organiza&on.  
• Excellent understanding of organiza&onal effec&veness and opera&ons management.  
• Strong analy&cal and problem-solving skills. 

 
Key Competencies:  

• Leadership and team management skills, with the ability to inspire and mo&vate staff.  
• Excep&onal organiza&onal and mul&tasking abili&es.  
• Excellent communica&on skills, both wriZen and verbal (English and Dhivehi)  
• Proficiency in Microsoj Office applica&ons and other relevant sojware.  

 
Applica&on Process:  
Interested candidates should submit a comprehensive resume, a cover leZer outlining their suitability 
for the role, and contact informa&on for three professional references to admin@scout.mv by 28th 
November 2023, 14:00hrs. Only shortlisted candidates will be contacted for interviews. 
 
Repor&ng Date: The successful candidate is expected to assume duty by 10th December 2023.  
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