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Job Description 
This form enables us to accurately post your position on external sites. The information provided here will be featured in the job post. Please do not 
use acronyms or industry jargon. Be clear and concise in your answers to the open-ended questions. 

Note: All position grades are determined by the Compensation & Benefits Team in People &Culture (HR). Please DO NOT fill in the "Grade" box below.  

Position Information 

Position title: Date requested: 

Type of position: Grade (for HR use only): 

Division: Department: 

Country: Incumbent’s name (if applicable): 

Job Summary 

In 1000 characters or less, state the position’s overall purpose or objective, highlighting the general functions the position is responsible for and
articulating what the position is expected to accomplish. This section will appear on external sites. 

mailto:hrservicecenter@care.org


Page 2 of 8 

Responsibilities and Tasks 

Describe the major responsibilities, principal tasks, and end results the position is responsible for. Please include rationale as to why it is done 
and the impact it has on the team or organization. List the responsibilities in the order of importance and state the estimated percentage of time 
the employee should spend on each responsibility during a typical year. 

JOB RESPONSIBILITY 1 

% of time 

JOB RESPONSIBILITY 2 

% of time 

JOB RESPONSIBILITY 3 

% of time 
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% of time 

JOB RESPONSIBILITY 5

% of time 

JOB RESPONSIBILITY 6

% of time 

JOB RESPONSIBILITY 4
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JOB RESPONSIBILITY 7

% of time 

OTHER RESPONSIBILITIES AS ASSIGNED  % of time 

Qualifications (Know How) 

Indicate the minimum required level of education, experience, and skills necessary to qualify for the position and fulfill the organization’s 
expectations for job performance. Also include the education, experience, and skills desired for the position. 

Education/Training 
E.g. high school diploma; college degree (specify major/minor); specialty (ex. Accounting). Include the following phrase when possible: 
“or equivalent combination of education and work experience.” 

Required 

Desired 
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Experience/Technical Skills 

Number of months/ years of previous professional experience in a similar position. Examples: languages; planning; budgeting; word-processing, 
basic accounting; advanced written communications; presentations; fundraising; training/facilitation, etc. 

Required 

Desired 
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Problem Solving 

Click on each level (1, 2 or 3) below to indicate what level of problem-solving this position will face. 

Select Level: 

Why does the position fall into this category? 

Competencies 

CARE has 5 Core Competencies that all staff are expected to demonstrate and 2 Leaders Competencies expected of those in management and 
leadership positions.  

Competency proficiency levels define the degree to which a person in a given job is required to demonstrate the competency through observable 
behavior. 

The chart below provides guidance when assigning proficiency levels to jobs. This guidance should be used as a starting point. Click HERE for 
guidance on CARE’s Job Classification System 

https://careinternational.sharepoint.com/sites/USA-PeopleandCulture/SitePages/CARE's-Competency-Framework.aspx
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A. Core Competencies

Please indicate at what proficiency level you expect this role to demonstrate each Core Competency. This may be used in performance conversations 
and as a guide for staff development. You can find detailed descriptions of each Competency and Proficiency Levels here. 

 RELATIONSHIP BUILDING
Develops internal and external trusting & professional relationships. Purposefully develops networks to build value through collaboration.

 INCLUSION
Contributes to an environment where all employees feel a sense of belonging, valued for their differences, and empowered to participate and
contribute freely.

 DYNAMIC LEARNING MINDSET
Continuously seeks opportunities to learn, questions past approaches in the current environment, owns growth and learns from failure.

 DELIVERING RESULTS
Invests time in planning to achieve goals while meeting quality standards & demonstrating commitment.

 COMMUNICATION
Effectively and appropriately interacts with others to build relationships, influence, and share ideas. Uses tact, diplomacy & cross-cultural
sensitivity to navigate difficult situations.

B. Leadership Competencies

If this role is expected to manage direct reports, please indicate at what proficiency level you expect this role to demonstrate each Leadership
Competency. This may be used in performance conversations and as a guide for staff development. You can find detailed descriptions of each 
Competency and Proficiency Levels here. 

 Strategic Leadership & Execution
Applies vision to think beyond the immediate situation. Invests time in planning, discovery, and reflection. Ensures business goals are met by
executing, monitoring, & adjusting.

 PEOPLE LEADERSHIP
Inspires, motivates, & empowers people to achieve organizational goals. Coaches, mentors, and manages employee experience, and employee
performance. Creates space for others to lead.

C. Functional Competencies

Choose the top 3 Functional Competencies from CARE’s Competency Library that this role must demonstrate to create the desired impact. There 
are many competencies that will fit the role, however, please think about the most essential skills needed for this employee to succeed in their 
role.  
This may be used in performance conversations and as a guide for staff development. You can find various job-specific Functional Competency 
Libraries here. If you are unable to find a specific Competency that you consider essential, please contact your HR Business Partner.  

https://careinternational.sharepoint.com/sites/USA-PeopleandCulture/SitePages/CARE's-Competency-Framework.aspx
https://careinternational.sharepoint.com/sites/USA-PeopleandCulture/SitePages/CARE's-Competency-Framework.aspx
https://careinternational.sharepoint.com/sites/USA-PeopleandCulture/SitePages/CARE's-Competency-Framework.aspx
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Organization 

Next level supervisor 

Immediate supervisor 

Peer Peer This position Peer Peer 

Peer Peer Direct Report Peer Peer 


	Position title: Project Manager–PlasticSmart
	Date requested: 01-Jan-2025
	Type of position: Project Management 
	Division: Program
	Department: Socially Marginalised Women (SMW)
	Country: Cambodia/ Phnom Penh
	Incumbents name if applicable: 
	Next level supervisorRow1: DCD - Programs
	Immediate supervisor: SPM - SMW
	Peer: 
	Peer_2: 
	This position: PM-Plastic Smart Project 
	Peer_3: 
	Peer_4: 
	Peer1B: 
	Peer2B: 
	Direct Report: Senior Project Officer - MEALI
	Peer3B: 
	Peer4B: 
	Text1: Competencies
	Text2: Inclusion
	Text3: Relationship Building
	Text4: Strategic Leadership & Execution  
	FC2: [3 – Inspirational]
	FC3: [2 – Capable]
	FC4: [2 – Capable]
	CC1: [2 – Capable]
	CC2: [2 – Capable]
	CC3: [2 – Capable]
	CC4: [2 – Capable]
	CC5: [2 – Capable]
	LC1: [2 – Capable]
	LC2: [2 – Capable]
	Dropdown9: [E]
	Text10: The Project Manager – Sustainable Packaging and Waste Management will lead and manage the PlasticSmart Cambodia initiative, a SWITCH-Asia funded project under the broader objective of transitioning Cambodia to a low-carbon, resource-efficient, and circular economy. This position involves oversight of activities designed to reduce plastic waste, implement sustainable waste management practices, and promote alternative packaging solutions among key stakeholders. The role entails managing a dynamic team focused on capacity building, pilot-testing business models, awareness-raising, policy dialogue, and resource mobilization to achieve measurable impacts on plastic waste reduction. The Project Manager will ensure the smooth delivery of outputs through effective planning, budget management, and accountability while fostering a participatory approach with diverse stakeholders.The Project Manager will work closely with line ministries, factory management, MSMEs, and informal waste collectors (edjai) to implement inclusive, scalable, and impactful solutions. This position will be based in Phnom Penh, with significant travel to target provinces, and will directly supervise a team of technical officers and partner organizations.
	RSkills: • Educational Background: Bachelor’s degree in project management, environmental sciences, social sciences, or a related field (master’s degree preferred).• Experience: At least 5 years of experience managing development or environmental sustainability projects, including team leadership and budget management.• Stakeholder Engagement: Proven ability to work with government agencies, NGOs, private sector actors, and community stakeholders in Cambodia or similar contexts.• Technical Knowledge: Strong understanding of waste management, sustainable packaging, and monitoring and evaluation frameworks.
	DSkills: • Advanced Education: A master’s degree in a relevant field, such as environmental science, development studies, or project management.• Innovative Thinking: Proven ability to develop and implement innovative solutions in waste reduction and management.
	RSkills_Tech: • Proven understanding of Cambodian Ethnic Minorities, their cultures, languages and issues; 
	DSkills_Tech: • Demonstrated experience in project and financial management;• Strong training and facilitation skills, effectively able to speak publicly and make effective use of materials and visual aids;• Strong representational skills including developing networks and relationships with key stakeholders;• Proven experience to follow standard policies, procedures and processes and ensure the implementation of detailed transactions;• Demonstrated good leadership, interpersonal skills, critical thinking and analysis, sound judgment, planning, problem solving and team building skills;• Demonstrated high level organisational and time management skills including the ability to plan, and manage workflows and balance competing priorities to ensure timely processing and to meet deadlines in a complex environment;• Demonstrated characteristics in honesty, reliability, integrity with the ability to maintain confidentiality; • Demonstrate an understanding of gender equality and women’s empowerment and a commitment to CARE’s approach and values including ethnic diversity and cultural sensitivity; • Excellent communication skills both written and oral in Khmer and English; and• Excellent in Microsoft Office with knowledge in Microsoft Word and Excel.
	Text15: This position will operate in the complexity programming context involving multi stakeholders including donors, national government, Indigenous NGO partners, local authority, and communities. 
	1: 
	2: 
	3: 
	Button1: 
	Button2: 
	Button3: 
	Text7: Proficiency Level
	JR1B: Shape the strategic framework for the project, ensuring alignment with SWITCH-Asia program priorities and CARE’s climate action goals.Promote a clear vision of environmental sustainability, mobilizing stakeholders to work collaboratively toward reducing Cambodia’s plastic pollution footprint.
	JR1: STRATEGY AND LEADERSHIP
	JR1C: 20
	JR2B: • Oversee the implementation of project activities, including the design, piloting, and scaling of sustainable business models for food packaging and waste management.• Manage the delivery of training and capacity-building sessions for stakeholders, including food vendors, informal waste collectors (edjai), and government officials.• Provide leadership and day-to-day support to project staff and implementing partners, ensuring high performance and accountability.• Facilitate regular team meetings to review progress, share updates, and address challenges collaboratively.• Work closely with the Monitoring, Evaluation, Accountability, and Learning (MEAL) team to track progress against indicators, ensuring activities are achieving intended outcomes.• Use monitoring data and community feedback to inform adaptive management and continuous improvement of project strategies.• Build strong working relationships with implementing partners, including local NGOs and private sector actors, to ensure effective coordination and delivery of activities.• Support partners in achieving their objectives and build their capacities for long-term sustainability.• Facilitate meaningful engagement with target groups, including food vendors, factory workers, and edjai, ensuring their active participation in project activities.• Promote the adoption of sustainable practices among communities through awareness-raising campaigns and participatory approaches.• Prepare high-quality progress and financial reports for donors and stakeholders, ensuring transparency and compliance with donor requirements.• Maintain accurate documentation of project activities, lessons learned, and best practices to support knowledge sharing and advocacy.
	JR2: PROJECT PLANNING AND IMPLEMENTATION
	JR2C: 20
	JR3B: • Ensure effective budget management for the project;• Ensure the efficient and proper use of project funds in line with the approved budgets and in compliance with CARE’s finance manual and donor guidelines; • Monitor project expenditure through regular review of budget versus actual (BVAs), and contribute to costed work plans.• Develop quarterly work plans that are aligned to the annual project work plans and budget in order to meet the project activity deadlines
	JR3: BUDGET MANAGEMENT
	JR3C: 15
	JR10: OTHER RESPONSIBILITIES
	JR10B: • To proactively participate in the APPA process including the annual appraisal, midyear review and regular 1:1 meetings, ensuring that the APPA process (including the paperwork) is an integral component of Annual Work Plans and activities;• Engage in emergency preparedness, assist in emergency response as required;• Promote a safe and secure work environment; foster a culture of safety and security awareness and consistently follow all CARE safety and security policies, procedures and directives;• Demonstrate an understanding of gender equality and women’s empowerment and a commitment to CARE’s approach and values including ethnic diversity and cultural sensitivity; • Uphold CARE’s Safeguarding Policy and Safeguarding Code of Conduct;• Must read the Safeguarding Policy and either sign the Safeguarding Code of Conduct or sign a Code of Conduct that is consistent with or references this policy and Safeguarding Code of Conduct; • Ensure that all CARE Employees and Related Personnel understand and comply with CARE’s Safeguarding Policy and either sign the Safeguarding Code of Conduct or sign a Code of Conduct that is consistent with or references this policy and Safeguarding Code of Conduct;• Ensure safe recruitment and induction practices are in place; • Closely work with safeguarding focal point and FAM focal point to embed safeguarding reporting processes into FAM systems;• Requst and Respond via MDS reference check to other peer agencies in communication with CARE USA Safeguarding Team;and• Comply with CARE Cambodia’s Financial, Human Resources and Operational requirements, foster strong communication between operations and programs teams and uphold high standards of honesty and integrity in personal conduct.
	JR7: MONITORING EVALUATION AND LEARNING (MEL)
	JR7B: • Ensure all staff are familiar with their responsibilities in the project monitoring plan;• Ensure regular monitoring and evaluation visits are conducted to project sites;• Ensure technical evidence is collected  and incorporated into future project design • Lead and/or participate in regular reflection, learning and reporting workshops with the project team, stakeholders and donor (where appropriate);• Provide inputs into, and development of, high quality reports and case studies that illustrate program progress.
	JR8: PARTNERSHIPS AND NETWORKING
	JR9: TEAM SUPERVISION
	JR9B: •  Leadership and Guidance: Provide clear direction and mentorship to project staff, fostering a collaborative and high-performing team environment.•  Task Allocation and Monitoring: Assign responsibilities to team members based on their expertise and track progress to ensure timely and quality delivery of project activities.•  Capacity Building: Identify training needs and facilitate opportunities for professional development to enhance team skills and competencies.•  Performance Management: Conduct regular performance reviews, provide constructive feedback, and address challenges to maintain team motivation and accountability.•  Communication Facilitation: Promote effective communication within the team through regular meetings, updates, and knowledge-sharing sessions.•  Problem-Solving and Support: Act as a point of escalation for challenges faced by team members, providing solutions and ensuring alignment with project objectives.
	JR7C: 10
	JR8C: 15
	JR9C: 15
	JR10C: 5%
	JR5H: 5
	JR8B: ឥBuilding Strategic Alliances: Establish and nurture relationships with key stakeholders, including government ministries, local NGOs, private sector actors, and financial institutions, to advance project goals.ឥFacilitating Collaboration: Act as a liaison between project partners, ensuring clear communication, aligned objectives, and coordinated implementation of activities.ឥCapacity Building for Partners: Support and strengthen the capacities of implementing partners in project management, financial compliance, and technical expertise.ឥPromoting Multi-Stakeholder Engagement: Organize and facilitate forums, working groups, and multi-stakeholder dialogues to foster collaboration on sustainable waste management and packaging solutions.ឥAdvocating for Policy Change: Collaborate with partners to engage government and private sector stakeholders in advocating for improved regulations on plastic use and waste management.ឥKnowledge Sharing: Foster networking opportunities among partners to share best practices, lessons learned, and innovative approaches for scaling sustainable solutions.ឥExpanding Funding Networks: Cultivate relationships with donors, international agencies, and financial institutions to mobilize resources for scaling successful business models and sustaining project outcomes.


