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THE PHILIPPINE RISE INTEGRATED CONSERVATION FOR ENDURING LEGACIES  

THROUGH ECOSYSTEM SUPPORT SERVICES (PRICELESS) 
 
 

VA/PRF/PRICELESS/2025-011 
 

Title Project Assistant  

Type   Support/General Services Staff  

Dura�on Ini�al 2-year Contract (Renewable) 

Closing Date  30 January 2026 

 

 
BACKGROUND 
The CI-GEF PRICELESS Project seeks to increase legal protec�on for the Philippines Rise Marine Resource 
Reserve (PRMRR), formally lis�ng this marine protected area under the Expanded Na�onal Integrated 
Protected Area System (ENIPAS). The PRMRR will be overseen by a permanent Protected Area 
Management Board (PAMB). The PAMB will be in a posi�on to harmonize conflic�ng mandates and 
agendas between the various ins�tu�ons currently tasked with management. The CI-GEF PRICELESS 
project will also address key data and informa�on gaps to enable appropriate management, including gaps 
rela�ng to key biodiversity, fisheries/resource uses, and associated threats. This will enable the PAMB to 
execute the necessary protected area enforcement and awareness-raising efforts, and thus foster 
enhanced apprecia�on for the value of PRMRR biodiversity and marine resources and compliance with 
laws and regula�ons. Management grounded in robust data and informa�on will also facilitate fishing 
communi�es’ access to benefits from sustainable fishing and alterna�ve livelihoods. Finally, the CI-GEF 
PRICELESS project will provide a model for the Philippines and elsewhere for achieving offshore marine 
resource and ecosystem protec�on targets, including those related to biodiversity within the CBD, and add 
a large, highly biodiverse and unique ecosystem to the world’s Key Biodiversity Area (KBA) and Ecologically 
or Biologically Significant Area (EBSA) systems. 

Led by Conserva�on Interna�onal, executed by the Department of Environment and Natural Resources-
Biodiversity Management Bureau, and supported by PEMSEA Resource Facility (PRF), the Project is 
recrui�ng for a Project Assistant. 

 
PROJECT OBJECTIVE   
By 2030, the Philippine Rise Marine Resource Reserve of 352,390 hectares, consis�ng of a 49,684 hectares 
Strict Protec�on Zone and a 302,706 ha Mul�ple Use Zone, is conserved and beter managed, protec�ng 
globally significant biodiversity while facilita�ng the sustainable use of its marine resources and genera�ng 
livelihood benefits for adjacent communi�es. 
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SCOPE OF WORK, DUTIES AND RESPONSIBILITIES AND DELIVERABLES 
 
Scope of Work 
 
The Project Assistant will support and assist the project team in implemen�ng the agreed ac�vi�es based 
on the approved work plan, with the following tasks: 

• Prepara�on of detailed ac�vi�es, including assis�ng in the procurement of good and services needed 
to facilitate implementa�on of project ac�vi�es in accordance with the applicable policies and 
procedures. 

• Conduct of mee�ngs, workshops, consulta�ons and other capacity development ac�vi�es, including: 
a) prepara�on of list of par�cipants; b) issuing invita�on leters and follow ups; c) logis�cal and 
administra�ve arrangements; d) prepara�on of mee�ng materials and references; e) documen�ng the 
minutes/proceedings and administering pre- and post-evalua�on for trainings, f) prepara�on of 
mee�ng reports/proceedings, and where necessary. 

• Communica�ng with relevant government agencies and other stakeholders at the na�onal and 
provincial and commune levels for project-related requirements. 

• Maintaining project-related documenta�ons (i.e., progress reports, technical reports, minutes of 
mee�ngs, documenta�on of other project outputs and communica�on materials) in hard and 
electronic copies and facilita�ng access by CI, DENR, including PRF and where necessary, with the 
approval of DENR/PRF, other project-related personnel and consultants. 

• Monitoring of project ac�vi�es based on the approved work plan and assis�ng in the prepara�on of 
quarterly and annual progress and financial reports for consolida�on into one project report. 

• Par�cipate in capacity building ac�vi�es of the project to enhance capacity and learning, including 
opportuni�es for networking.  

• Perform other du�es as may be assigned by the Project Lead and other project team members 
 
 
WORKING ARRANGEMENTS  

Ins�tu�onal Arrangement 

The Project Assistant will be repor�ng directly to the Project Manager in close coordina�on with DENR-
BMB and PEMSEA Resource Facility (PRF). 
 
Dura�on of the Work 

Expected dura�on of work is for ini�al of 2 years, renewable subject to performance.  

Duty Sta�on 

The Project Assistant will be based at the PRF Office, DENR Compound, Visayas Avenue, Quezon City.  

Qualifica�ons and skills required  

Education: Degree in Liberal Arts, Social Science course, Secretarial Science or Management course 
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Experience:  

• Minimum  three years of experience.  Familiarity with international and government projects 
particularly in the fields of environment, marine conservation and fisheries management, protected 
area systems, or development cooperation. 

• Good interpersonal and communication skills, fast learner and ability to prioritize and provide services 
simultaneously and instantly with minimum supervision. 

 
Languages: Good command of the English language, both oral and writen. 
 
IT Skills: Computer literacy, proficiency in the use of various so�ware applica�ons (MS Word, Excel, 

PowerPoint, etc.; adequate knowledge in handling web-based management systems. 
 

Submission of Applica�on 

Qualified candidates may submit their applica�on together with complete Curriculum Vitae to the 
Recruitment Officer, via email to recruitment@pemsea.org.  Please indicate the vacancy number and post 
�tle when applying (in the subject line) by email.   The deadline for submission of applica�on is 30 January 
2026. 
 
Addi�onal Considera�on  

Only those candidates that are shortlisted will be no�fied.  

mailto:recruitment@pemsea.org

