
 
 
 
 

 

 

Location:  

Dumaguete City, Philippines (opportunity to work for up to 3 months from home / another country after 6 

months based in the Philippines) 

Salary: 

9,000 GBP per annum. (~₱559,100 PHP / $11,000 USD dependent on experience) 

Length of employment: 

Permanent / Fixed term following a 4-month trial period. 

Arrival date in the Philippines: 28 October 2019. 

Start date: 30 October 2019 

About The Reef-World Foundation 

The Reef-World Foundation is a UK registered charity with its roots founded on delivering information on 

basic marine ecology to fishing villages and local communities in Thailand since 1999. Today we are 

operating across the globe supporting governments and communities to sustainably develop their coastal 

resources. Our flagship programme, implemented in partnership with UN Environment and governments, 

is the Green Fins initiative which focuses on environmentally friendly SCUBA diving and snorkelling 

practices for the protection of coral reefs and associated ecosystems. Green Fins was first implemented 

in Thailand in 2004, and nearly 600 dive and snorkel operators across ten countries have since joined the 

programme. Reef-World is the UN Environment’s lead technical partner for Green Fins, and oversee all 

programme development, capacity building and international expansion. Reef-World is led by a small but 

highly effective team of passionate and dedicated individuals who are driven by achieving lasting 

conservation impacts in areas of the world where it is needed the most. The Reef-World Foundation is 

subject to UK employment laws. 

Job Purpose 

In its mission to establish sustainable diving as the social norm, Reef-World is looking to develop new 

digital tools, and streamline its existing online presence. A critical thinking individual with strong Project 

Management skills will serve as the Project Coordinator (IT Development). They will shape the digital 

strategy and lead the rest of the Reef-World team and our wide network of stakeholders towards this 

http://www.reef-world.org/
http://www.greenfins.net/


 
 
 
 

 

vision. They will work under the direction and guidance of the Programmes Manager, and ultimately 

report to the Directors. 

Through knowledge and understanding of the challenges faced by our stakeholders, and in consultation 

with the Reef-World team, the Project Coordinator (IT Development) will manage the development of new 

digital tools to inspire action to address immediate threats to coral reefs and associated marine 

ecosystem health, and identify and execute strategies to improve existing online and digital tools.  

In addition, the Project Coordinator (IT Development) will support in the delivery of Green Fins (~50% of 

time), alongside country partners and teams consisting of government representatives and NGOs. Green 

Fins promotes best environmental standards for the diving and snorkelling industry. Reef-World has 

implemented Green Fins in Antigua & Barbuda, Dominican Republic, Indonesia, Malaysia, Maldives, 

Palau, Philippines, Singapore, Thailand and Vietnam. In 2020, it is expected that there will be 2-3 

additional Green Fins countries which will require training and development of new country teams.  

Main Duties and Responsibilities 

IT Development 

1. With support from the Directors and Programmes Manager, manage the development and testing 
of new online platforms and tools including analysis and documentation of stakeholder needs and 
determination of technical requirements backed by a strong grasp of security requirements, 
general web capability functions and standards, and cross-browser compatibility; 

2. To serve as the main point of contact for external parties (website developers, digital agencies) to 
generate accurate quotes for platform and tool development, inform contract negotiation, and 
maintain an effective working relationship during the development project to set the conditions for 
a successful delivery; 

3. Manage and update existing portfolio of digital tools including the Green Fins and Reef-World 
websites, and the Green Fins Dive Guide e-Course and ensuring they meet user needs; 

4. Identify need for, and establish improvements to data management and online payment systems 
for streamlining monitoring and reporting on conservation impact, and managing a database of 
contacts; 

5. To ensure all tools developed, and their contents meet Green Fins and Reef-World branding 
guidelines by liaising closely with the Communications Manager;  

6. Maintain understanding of current web technologies or programming best practices; and: -  

7. Oversee and manage third party companies for management of our domains, web servers and 
associated backups and hosting . 

 

Green Fins Project Management and Development 

1. Support in training and capacity building for Green Fins across active countries and new 

countries (will involve diving) and: - 

2. Work closely with Green Fins partners (dive and snorkel centres, NGOs, national and local 

authorities) to share lessons across active countries, support implementation and provide 

technical advice for enhanced conservation impact. 

Personnel Management 

1. To manage project staff, interns and volunteers as directed by senior management; and - 

2. To take a product owner/liaison role in relation to external stakeholders (such as web 

development and design agencies and consultants). 



 
 
 
 

 

 

Administration 

1. Document, report and carry out administration duties for Green Fins project development in 

project sites as instructed;  

2. Monitor impact and uptake of all online tools and report on findings where necessary; 

3. Maintain data management systems in line with Reef-World projects; and: - 

4. Ensure organised accounting and reimbursement of all Reef-World expenses to the Directors; 

 

Promotion 

1. Support the Communications Manager for Reef-World and Green Fins social media on a weekly 

basis; 

2. Write one blog on a 3 month rotational basis in coordination with the Communications Manager; 

3. Promote the Reef-World internship and other programmes providing volunteers for Reef-World 

activities; and: - 

4. To represent Reef-World at conferences, dive and travel shows and international conservation 

events. 

Fundraising 

1. Assist in identifying and fundraising through relevant grants and private sector donations for 

associated projects; and: - 

2. Support the Global Partnerships Manager in delivering Reef-World’s Sustainability Strategy; and:-  

3. Monitor and refine the effectivity of Reef-World’s online donation tools; 

 

Skills / Aptitudes 

‒ Proven organisational and project management ability; must be able to multi-task, prioritise, and 

meet deadlines; 

‒ Excellent attention to detail; 

‒ Ability to think analytically and use logic to troubleshoot;  

‒ Excellent written and verbal communication skills, able to successfully engage with all 

stakeholders (including senior technical and non-technical); 

‒ Fluent in English, spoken and written; 

‒ Very good SCUBA diving and snorkelling skills; 

‒ Possess good interpersonal skills, agility to think and act strategically; 

‒ A proactive and resourceful team member able to work independently and remotely across 

multiple time zones, while maintaining strong communications with international team members; 

‒ Capable of delivering training and guiding project partners and stakeholders with a high degree of 

cultural sensitivity; 

‒ High degree of flexibility, and ability to work against deadlines (including some nights and 

weekends), and under frequently-changing circumstances; 

‒ Adaptable and comfortable with working and travelling around developing countries (~50% of 

total time) often with very little notice, and comfortable with occasional logistical ambiguity; 

‒ Motivated to act independently in advancing program goals while also being able to take direction 

and follow organisational procedure; and: - 

‒ Tactful, organized, persistent, quick learner, sense of humour. 



 
 
 
 

 

 

Qualifications and Experience 

Essential 

‒ University degree in IT, web development or related fields; 

‒ Website platform development experience, including mapping user journeys; 

‒ Knowledge of API's; 

‒ Knowledge and experience of managing domains, web hosting, name servers and backups 

(VPS); 

‒ Experience with designing and modifying web applications, from layout to function and according 
to a client's specifications; 

‒ Experience working on project boards and overseeing medium to large development projects; 

‒ Experience of back-end management of websites; 

‒ Experience in database management; 

‒ Experience using CMS to update websites; and: - 

‒ Confident and capable SCUBA diver trained to a minimum of PADI Rescue Diver or equivalent 

and / or at least 70 dives experience;  

Desirable 

‒ Knowledge and understanding HTML, CSS and/or JavaScript; 

‒ Knowledge and understanding of SEO; 

‒ Experience and knowledge of Stripe and/or GoCardless 

‒ Use of Mailchimp and management of audience and subscriber lists 

‒ E-Commerce experience; 

‒ Second language; 

‒ Previous knowledge of the diving / tourism industry; and: - 

‒ Previous experience in training and / or education.  

Applications close 16th August 2019. Interviews (via Skype) week commencing 19th August 2019 

and final decision made by 2nd September 2019. 

Please email a CV and cover letter summarising your relevant experience, future aspirations in the 

marine conservation sector and outlining what you hope to achieve with The Reef-World Foundation. 

Please include links to your portfolio. We will then get back to you after the team has reviewed your 

application and let you know if we would like to pursue your application. 

Due to the expected volume of incoming enquiries, the charity does not have the resources to provide 

feedback on applications that have not been accepted. If you do not hear from us by the 2nd September, 

then take note that we have decided not to take your application further.  

Email: apply@reef-world.org 
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