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Position Description 
Position Title Materials Production and Distribution Officer 

(National position) 

Project Basic Education Quality and Access in Lao PDR (BEQUAL) 

Reports to BEQUAL Materials Production and Distribution Specialist 

Location Research Institute for Educational Sciences (RIES) 
Vientiane, Lao PDR 

Duration of Assignment 12-month contract with possibility of extension 

Working relationships include:  

• Reports directly to the Materials Production and Distribution Specialist 

• Working relationships with: 

− Materials Development Specialist 
− Curriculum Manager and other curriculum staff 
− other BEQUAL specialists and staff 
− Department of Finance (DoF), Research Institute of Education Sciences (RIES), provincial, 

district and other Ministry of Education and Sports (MoES) staff 
• Accountable to the Team Leader. 

 

Program Overview 

BEQUAL directly supports education priorities of the Laos government described in the Education Sector 
Development Plan prepared by the Ministry of Education and Sports and is consistent with the strategic 
directions set out in Australia’s Education Delivery Strategy 2013-2018. BEQUAL is designed to be rolled 
out over 10 years, in three phases. The first phase, from 2015–2020 is working in the most educationally 
disadvantaged districts, to increase participation of disadvantaged children, improve learning 
environments and teacher quality. BEQUAL’s key activities through to August 2020 will focus on 
assisting the MoES with the development and implementation of the national new curriculum for Grades 
1–5. This will include teacher development and intensified support at targeted districts with a focus on 
improving learning outcomes for girls and boys from disadvantaged groups. 

Position Summary 

The BEQUAL Materials Production and Distribution Officer will work with the Materials Production and 
Distribution Specialist, RIES, DoF and MoES provincial and district staff, as well as commercial suppliers, 
to coordinate the procurement, production including printing, collation, packing and distribution of 
teaching and learning materials that support the implementation of the BEQUAL-funded renewed Grades 
1–5 curriculum.  

The Officer will also assist in the development of a more efficient system for the procurement, monitoring 
of delivery and replenishment of teaching and learning materials that are gender sensitive and inclusive 
of disadvantaged groups, and meet the program’s commitments to child protection. 
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Placement Objectives 

This position will work with the Materials Production and Distribution Specialist to support coordination 
and partnership with RIES, DoF and other relevant MoES central, provincial and district departments to: 

• ensure storage facilities and management capacity at central, provincial and district level are 
adequate to meet planned requirements for the distribution of textbooks, teacher guides and other 
teaching and learning resources. 

• assist with the planning and management of the collation and packing of storybook sets, teacher 
resource packs and decodable readers at the MoES Km3 warehouse, prior to distribution to schools. 

• assist with monitoring the quality of printing, binding, packaging and distribution; and verifying the 
receipt of resources by schools. 

• provide translation support with documention and evaluation of selected tender documents for the 
printing and/or production of planned teaching and learning resources and related goods and 
services, such as collation, packaging and distribution. 

Key Responsibilities 

Key responsibilities: 

• Undertake fieldwork to investigate and report on state of repair, capacity (maximum volume), current 
space available, condition and security of existing storage facilities at provincial and district 
education offices and other issues related to the timely distribution of materials to schools. 

• In provinces and/or districts where storage capacity is inadequate to meet BEQUAL needs, 
investigate local options for interim storage of resources and, where appropriate, suggest options for 
temporary storage. 

• Trial data management software, such as the COSMOS (Coffey Spatial Mobile Solution) system, as 
a means to establish proof of delivery to schools; as well as to collect data verifying quantities 
delivered and to determine future replenishment needs. This will be done in partnership with the 
BEQUAL MEL team. 

• Assist in the preparation of procurement documents; and updating and management of distribution 
plans to ensure the timely roll-out of resources to all schools and TTCs. 

• Assist in the management of collation and packing of teacher resource packs, storybook sets and 
decodable readers at central level, prior to distribution to schools. 

• Provide translation/interpretation services to the Materials Production and Distribution Specialist 
liaising with MoES staff and commercial suppliers. 

• Contribute to reporting on the progress of the production and distribution of resources. 
• Undertake other duties as required by BEQUAL management. 
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Selection Criteria 

Experience 
• Demonstrated experience in procurement and production management, logistics, distribution 

networks, and/or warehouse management, essential Demonstrated ability to successfully meet 
deadlines, essential. 

• Demonstrated experience in consulting and negotiating with MoES staff and commercial suppliers, 
essential.  

• Experience of working and travelling in Lao rural areas, essential. 

• Demonstrated experience in written and oral translation from Lao to English and English to Lao, 
essential. 

• Experience in using a data management software desirable. 

Knowledge 
• Knowledge of the MoES systems and roles at central, provincial and district level, desirable. 

• Knowledge of capacity of provincial suppliers, contractors, specialist tradespeople and community 
groups, desirable. 

• Knowledge of development principles, including gender equality and social inclusion. 

Skills/Abilities 
• Fluency in Lao language (reading, writing, speaking), essential. 

• Good skills writing and speaking English, essential. 

• Experience in the use of the Internet, email, GPS and Microsoft Word, Excel, Outlook, essential. 

• Ability to handle multiple tasks with high attention to detail, desirable. 

• Good negotiation skills and ability to manage conflict, desirable. 

• Proven skills in problem identification and resolution, desirable. 

Child Protection Commitment Statement 

Coffey is committed to protecting the rights of children. We reserve the right to conduct police checks and 
other screening procedures to ensure a child-safe environment. 

Gender Equality, Disability and Social Inclusion 

Exemplifying Coffey’s commitment to technical excellence in gender equality, our team of dedicated 
GEDSI advisers work closely with our partners to ensure a context-specific and consistent approach is 
applied to all of our programs to improve the livelihoods of the world’s most marginalised groups. 

About Coffey 

Coffey has a 40-year history in successfully delivering international development projects on behalf of 
donors right around the world, including Australia’s Department of Foreign Affairs and Trade, USAID and 
the UK’s Department for International Development. Our people work side by side with local partners to 
support stability, economic growth and good governance, positively changing people’s lives. 

 


