
   

    
 

JOB ANNOUNCEMENT 

   IT Officer 

Habitat for Humanity Cambodia is part of Habitat for Humanity International and began 
operations in 2003. We work with diverse international and local non-governmental 
organizations, microfinance institutions, corporate partners, and local and national authorities 
to build a better life through safe and affordable homes. 
 
Habitat Cambodia provides technical expertise, including safe and affordable house designs, 
water and sanitation programs, an innovative approach to housing combining market 
development, housing finance, and housing support services; advocacy for secure land tenure; 
and pro-poor housing solutions 2003. Habitat Cambodia takes a holistic approach with partners 
to help informal settlers gain access to secure terms under the local government's social land 
concession scheme. Technical expertise is provided to micro-finance institutions and low-
income families by constructing good-quality and affordable homes. 
 
Since 2003, Habitat Cambodia has served more than 118,059 families to improve their living 
conditions through housing interventions, WASH facilities, community development programs, 
and partnerships with microfinance institutions in the provinces of Phnom Penh, Siem Reap, 
Kandal, Svay Rieng, Preah Vihear, Kampot, Tboung Khmum, Kampong Cham and 
Battambang. 
 
Position Summary: 

 

The IT Support role is responsible for maintaining the organization's Office 365 services, including            

Exchange Online, Azure AD, SharePoint, and OneDrive and ensuring compliance with applicable 

IT policies of HFHI. The role requires a strong knowledge of Office 365 administration, support, 

and configuration, as well as experience in maintaining IT infrastructure, security, and data 

management. 

 
Main Tasks: 

 
   Job Description 

• Maintain the organization's Office 365 services, including Exchange Online, Azure AD, 
SharePoint, and OneDrive. 

• Provide administration, support, and configuration of Microsoft Office 365 for staff. 

• Monitor and manage the organization's computer systems, IT infrastructure, including 
servers, networks, and databases to ensure optimal performance and security. 

• Troubleshoot and resolve technical issues related to fixed laptops and desktops. 

• Administer updates and maintenance to the organization's website. 

• Ensure the security of data and systems through regular backups, disaster recovery 
planning, and other measures. 



   

• Maintain IT inventory and assets, ensuring that all hardware and software is updated. 

• Collaborate with other IT personnel and department heads to identify and implement 
technology solutions that improve business processes. 

• Develop and implement IT policies and procedures to ensure the efficient use of IT 
resources. 

• Provide technical support to employees and troubleshoot any IT-related issues. 

• Oversee the maintenance and upgrade of software and hardware to ensure the 
organization's technology remains up-to-date and secure. 

• Stay current with emerging technologies and industry trends, making recommendations 
for updates and upgrades as necessary. 

• Maintain the organization's security and data management procedures to ensure the 
integrity and confidentiality of information. 

• Participate in Habitat’s meetings and events and share knowledge. 

• Other related duties, as assigned by Supervisor. 
 

Success Criteria:  

• Indicate the metrics or other standards that will be used to measure success in this 
role. 

• Effective maintenance of organization’s IT assets, software, and hardware 

• Ensure full compliance to Habitat’s IT Policies, processes and procedures. 

• Provision of technical support to all the staff and timely trouble-shooting, when needed 

 
Key Requirements: 

 
Education: 
 

• Bachelor's degree in computer science, information technology, or a related field. 
 

Experience: 

• Experience in IT support for 2-3 years  

• Proficient in Microsoft Office 365, Azure AD, OneDrive, SharePoint, and website 
administration. 

• Strong understanding of network infrastructure and security. 

• Excellent problem-solving and communication skills. 

• Ability to work independently and as part of a team. 

• Ability to prioritize tasks and work under pressure to meet deadlines. 

• Knowledge of Power Platform (Power Apps, Power Automation) is an added 
advantage. 

 

Preferred – in addition to minimum: 

• Ability and willingness to work a flexible schedule,  

• Self-motivated, possess a positive and proactive outlook, flexible and able to work 

independently and without close supervision and when under pressure 

• Proficiency in e-mail, internet, Microsoft Word, Excel, and PowerPoint 

• Proficiency in English, both spoken and written  

 



   

 
Competencies: 
  

• Uphold and fully commit to Habitat for Humanity Vision, Mission, and Values. 

• High level of critical thinking and analytical skills 

• Results-driven with highly developed interpersonal skills, excellent oral presentation, 

and written skills  

• Highly creative and resourceful, able to coordinate multiple tasks 

• Excellent team player 

• Able to work effectively in cross-cultural settings; can support, negotiate and cooperate 

with those of other cultures 

• Proven ability to manage workloads and multiple priorities efficiently and with minimal 

supervision 

• Good public speaking skills and presentation skills in Khmer and English languages 

• Experience working with other NGOs 

• Has outstanding organizational skills 

 
Active Support of HFHI Values 

o Humility – We are part of something bigger than ourselves 

o Courage – We do what’s right, even when it is difficult or unpopular  

o Accountability – We take personal responsibility for Habitat’s mission 

 
Safeguarding:  

HFHI requires that all employees take seriously their ethical responsibilities to 
safeguarding our intended beneficiaries, their communities, and all those with whom we 
work.  Managers at all levels have responsibilities to support and develop systems that 
create and maintain an environment that prevents harassment, sexual exploitation, and 
abuse, safeguards the rights of beneficiaries and community members (especially 
children), and promotes the implementation of Habitat for Humanity’s code of conduct. 
 

Authorities and Authority Limits: 

Government-civil society engagement and advocacy materials; advocacy communications 
materials, and others related to the role (when collaborating initiatives with resource 
development & communications officer; all sectoral managers and across all units of Habitat 
Cambodia) 
 

How to Apply: 
Interested candidates should apply with a completed Application Form, updated CV, and 
Cover Letter (Do NOT attach other documents) mentioning the position title in the subject 
line of the e-mail to Human Resources Unit, HFH Cambodia, through e-mail:  
job@habitatcambodia.org by 5 PM on March 10, 2023. 
 

Females and people with a disability are strongly encouraged to apply. 

 

mailto:job@habitatcambodia.org


   

About Habitat for Humanity 

Habitat for Humanity, founded in 1976, is a global, Christian-based nonprofit organization 
that grew out of an intentionally multi-racial community in rural Georgia. Seeking to put 
God's love into action, Habitat brings together people of all faiths and people of no faith 
to build homes, communities and hope. Working alongside each other, we help families 
and individuals build and improve places to call home and achieve the strength, stability 
and self-reliance they need to build better lives. Habitat seeks individuals who have a 
willingness to affirm these principles and values. 
  
At Habitat for Humanity International, we embrace a history rooted in creating equity and 
take our mission seriously by courageously committing to culture and workplace where 
all staff feels safe, welcome, visible, respected, supported and valued. As an equal 
opportunity employer, we realize that our success depends upon building an inc lusive 
workforce of diverse perspectives and encouraging people of varied races, ethnicities, 
national origins, tribes, religions, ages, gender identities and expressions, genders, 
sexual orientations, marital statuses, disabilities, veteran/reserve national guard 
statuses, socio-economic statuses, thinking and communication styles to work with us.  
  
We also require that all staff take their ethical responsibilities to safeguard our intended 
beneficiaries, their communities (especially children), and all those with whom we work. 
In line with the prevention of sexual exploitation and abuse, all staff must pass a 
thorough background screening and be held accountable for upholding our ethical 
behavior policies, including safeguarding and whistleblowing. 
 

 

https://www.habitat.org/about/history

