
 

 

 

 

 

 

Vacancy Announcement 
for 

Assistant Director, Legal  

Applications for the above position are invited from the Nationals of 

SAARC Member States (Afghanistan, Bangladesh, Bhutan, India, 

Maldives, Nepal, Pakistan and Sri Lanka) for appointment at the SAARC 

Development Fund, Thimphu, Bhutan.  

 

The Terms of Reference (TORs) and prescribed Application Form for the 

above-mentioned position is available on SDF website www.sdfsec.org. 

Application Form, CV, copies of educational certificates and experience 

letters should be sent by email to ceo@sdfsec.org and admin@sdfsec.org 

latest by January 31, 2020.  

 

 

Dr. Sunil Motiwal 

Chief Executive Officer  
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Job Description & TOR for Assistant Director, Legal 

 

(a) Job responsibilities: 

 Provide inputs/ advice and ensure efficient and effective management of legal system and 

resources utilization at SDF Secretariat. 

 Management of SDF project financing agreement 

 Management of legal aspects of SDF funded projects in SAARC Member States. 

 Examine the legal aspects of SDF projects and provide necessary inputs and suggestions to 

CEO and concerned departments' 

 Review and provide legal advice to CEO and all concerned department on tender 

documents, SDF rules, regulations, charter, bye-laws and legal agreements. 

 Liaise with relevant departments to ensure that where legal risks have been identified, 

appropriate courses of action have been taken. 

 Provide legal protection and risk management advice to management especially on contract 

management. 

 Provide and interpret legal information, conduct training and disseminate appropriate legal 

requirements to staff. 

 Review and draft contracts, agreements and internal policies and ensure that they are in 

compliance with all statutory or legal requirements' 

 Review progress of ongoing cases and liaise with and manage external lawyers, 

 Formulate compliance check-lists to be used for the purpose of ensuring that all information 

required is provided accordingly' 

 Continuously monitor compliance with statutory obligations and advise CEO and all 

concerned department accordingly, 

 Prepare monthly and quarterly reports for the department for executive management 

meetings. 

 Review all contracts or any other documentation where the Fund has committed itself and 

assess legal implications that need to be brought to the CEO's attention. 

 Prepare, review and modify contractual instruments to assist and support various business 

activities. 

 Negotiate, review and draft documentation for business transactions and prepare and 

advise on the necessary checklist to be adopted to ensure information is submitted on time. 

 Provide legal advice and support in the processing, negotiation and administration of 

projects under SDF's operations. This includes review of loan proposals and financing 

structures (including co-financing with other bilateral or multilateral donors and financiers), 

preparation of legal agreements, participating in loan due diligence and processing 



missions, carrying out loan negotiations, review of procurement documents (such as 

bidding documents and bid evaluations) and handling project administration matters. 

 Provides legal opinion and counsel on all investment’s operations in terms of regulatory 

requirements and legal approvals in order to minimize financial, legal and reputational 

risks. 

 Provide continuous inputs, supervision, training and development of department staff 

ensuring an effective and motivated team 

 Liaise with the HR/Admin department in conducting performance appraisals and ensure 

competency and training gaps are addressed. 

 Liaise with legal consultants, if required, in SAARC Member States. 

 

Report to the CEO and carry out any other responsibilities assigned by him. 

 

 (b) Qualification, Skills and experience required:  

 

Interested candidates must  

 Have a post graduate degree in Law from an institution of international 

repute/recognition, 

 Qualification to practice law in at least one jurisdiction among SAARC Member States 

 Possess a minimum of 10 years of practical experience in a comparable position  

(Relevant work experience practicing law in cross-border transactions involving debt 

and/or equity with a well-recognized law firm and/or an international/regional financial 

institution and/or development institution will be preferred) 

 Have excellent understanding of the developmental needs of the SAARC region and be 

up to date with latest developments in the social, economic and infrastructure sector in 

the SAARC region, 

 Be between 30-40 years of age (as on January 31, 2020),  

 Be a bona fide citizen of a SAARC Member State i.e. Afghanistan, Bangladesh, Bhutan, 

India, Nepal, Maldives, Pakistan and Sri Lanka, 

 Strong written and spoken communication skills in English. 

 

(c) Remuneration:  

 Net (tax free) monthly salary of US$ 2,600 per month, 

 Accommodation entitlement up to a maximum rental ceiling of US$ 475 per month, 

 Education allowance for two children up to class 12 or equivalent, 

 Medical reimbursements for self and family, 

 One time furnishing/ settlement allowance of US$ 2,000,  

 Home leave passage for self & family once in 18 months and other admissible joining 

expenses reimbursements, 

 Duty free purchase/import privileges in Bhutan.   
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SAARC Development Fund Secretariat 
3

rd
Floor BDBL Building 

Norzin Lam 
Thimpu 11001 

Bhutan 

ApplicationFormfor ProfessionalStaff 

Positionappliedfor: 

1. Name(AsperCertificates)

2. PresentPostalAddress

Photograph

3. MailingAddress(Ifdifferentthanthepresentaddress)

4. PermanentPostalAddress

5.EmailId:CellNo.

6. (a)  Placeof Birth  (b)   Dateof Birth 

Day  Month  Year 

7. (a)  Citizenshipat Birth  (b)   PresentCitizenship 

8. Gender(Pleasecheckone):  Male  Female 

9. MaritalStatus(Pleasecheckone):

Married  Single  Widowed  Divorced  Separated



2 
 

 

10.  Doyouhaveanydependants?  Yes  No 
 

In case,answeris“Yes”,pleaseprovidethe followinginformation: 

 
 

Name 
 

Dateof Birth 
 

Relationship 

   

   

   

   

   

 
 

11.  Haveyouevertakenuplegalresidencestatusinanycountryotherthanthatof your 

nationality? 
 

Yes                               No 
 

In case,answeris“Yes”,whichcountry: 
 
 

12.  Haveyouevertakenanylegalstepstowardschangingyourpresentnationality? 
 

Yes                               No 
 
 

If answeris“Yes”,pleaseprovidedetails: 
 
 
 
 

 
13.  AcademicQualifications(Pleasefurnishdetails): A.    

GeneralEducation:University/CollegeLevel 

 

NameandPlaceof 
Institution 

 

Degree/Diploma 
 

Year 
 

MajorSubject(s) 
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B.    Professional/ComputerEducation 

 
 

NameandPlaceof Institution 
 

Degree/Diploma 
 

Year 
 

Fieldsof study 

    

    

    

    

    

    

 

14.  Stateyourprofessionalcompetenceintherelated field. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

15.  LanguageProficiency(Pleasecheckappropriatecolumns) 

 
 

Language 
Read Write Speak 

Excellent Good Fair Excellent Good Fair Excellent Good Fair 
 

English 
         

          

          

          



4 
 

16.  WorkingExperience 

 
A.    Experienceinrelated assignments 

 
 

Name&addressof the organization 
 

Position 
 

Period 
 

Natureof work 

    

    

    

    

    

    

 

B.    ExperienceinInternational/RegionalOrganisation(ifany) 

 
 

Name&addressof the organization 
 

Position 
 

Period 
 

Natureof work 

    

    

    

    

    

    

 

17.  Memberofprofessionalinstitution(s)andrelevantactivities 
 

 
 
 
 
 
 
 
 
 
 

18.  Authorofpublicationsintherelevantfield(Pleaseattachorquotereference(s)of 

Journal(s),Book(s),etc.)
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19. Employment Record(Starting withyourpresentormostrecentposition. List 

everyemploymentpositionduringthelastfifteen 

yearsandanysignificantexperiencenotincluded inthatperiod which,youbelieve, maybehelpful 

inevaluatingyourrecord.  Useaseparate blockforeachposition.Useadditionalsheetsof 

paper,ifrequired.): 
 

 

A.Exacttitle 

of position 

Period MonthlySalary*  

From To Starting Present Allowances  

      

*Indicatecurrencyofthesalary 
 

 

Nameof Supervisor Numberandkindof employees 

supervisedbyyou 

 

DutyStation 

   

 

NameandAddressofEmployer 
 
 
 

Descriptionofyourwork 
 
 

 

Reason(s)forleaving,ifapplicable. 
 
 
 
 
 

B.Exacttitle 

of position 

Period MonthlySalary*  

From To Starting Present Allowances  

      

 

*Indicatecurrencyofthesalary 
 

 

Nameof Supervisor Numberandkindof employees 

supervisedbyyou 

 

DutyStation 

   

 

NameandAddressofEmployer 
 
 
 

Descriptionofyourwork 
 

 
 
 

Reason(s)forleaving,ifapplicable.
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C.Exacttitle 

of position 

Period MonthlySalary*  

From To Starting Present Allowances  

      

*Indicatecurrencyofthesalary 
 

 

Nameof Supervisor Numberandkindof employees 

supervisedbyyou 

 

DutyStation 

   

 

NameandAddressofEmployer 
 
 
 

Descriptionofyourwork 
 
 

 

Reason(s)forleaving,ifapplicable. 
 

 
 
 
 
 

20.  Doyouhaveyouanyobjectionsinmakinginquirieswithyourpresentemployer? 
 

Yes                               No 
 

21. References(Listthreepersonsnotrelatedtoyouwhoarefamiliarwithyourcharacterand 

qualifications.) 
 

FullName Postal&emailaddresses Occupation 

   

   

   

 

 

22. LegalConvictions(includeall convictionsotherthanthoseforminorviolationsofroad traffic 

rulesandregulations. 
 

Charge Date Wheretried Conviction 
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23. Pleasestateinformationregardinganyresidenceorprolongedtravelabroad,providing 

dates,areas,purposes,etc. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

24. Pleasestateanydisabilitieswhichmightlimityourfieldwork (Finalappointmentissubject 

tophysicalexamination.) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IcertifythatthestatementsmadebymeinthisApplicationformaretrue,completeandcorrect 

tothebestofmyknowledge andbelief.Iunderstandthatanyfalsestatementoranyrequired 

informationwithheldinthisdocumentmayprovidegroundsforthewithdrawalofanyofferof 

appointmentordismissal,evenif anappointmenthasalreadybeenmadeandaccepted. 
 
 
 

Date: 
 

 

ddmonth         yyyy 
Signature:

 

 
 
 
 

INSTRCTIONS: PleasefillupthisApplicationFormcompletely andclearly either handwritten or 

typed andsend scan copies through email at info@sdfsec.org or send through courier at 

SAARC Development Fund Secretariat, 3
rd

 Floor, BDBL Building, Norzin Lam, Thimphu 

11001, Bhutan. Tel: +975-2-321152/53 Fax: +975-2-321150/321203. 

Ifrequired,additionalpagesmaybeused. Besureto post yoursignatureanddateonthisForm.
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