APU PALAMGUWAN CULTURAL EDUCATION CENTER

JOB DESCRIPTION
CITRONELLA ENTERPRISE OFFICER

The Citronella Enterprise Officer is responsible for developing a production feasibility study and
business plan and implementing this plan and for the citronella oil production program of the
APC-Forest, Farm, and Leadership in the Margins (FFLM). The job is based in Bendum and
directly reports to the APC-FFLM Area Manager and the Executive Director and coordinates with
the Bukidnon Operations Head.

This engagement shares in the mission and vision of APC and the communities it serves. This
requires a sensitivity to what it takes to live in the margins and learning a greater simplicity in
organizing one’s life by living in community.

Responsibilities and Tasks:

1. Develops a production feasibility study and business plan for citronella oil production to be
submitted for approval by the APC Executive Director

2. Upon approval, starts and ensures the effective implementation of the scheduled activities of the
citronella oil production plan

3. Conducts trainings on citronella oil production for the citronella oil production team

4. Supervises the activities of the citronella oil production team

5. Ensures the quality of citronella oil produced

6. Conducts regular meetings with the citronella oil production team for project monitoring and
updates

7. Documents all related meetings and activities through specific activity reports that are clear,
accurate, and well-written

8. Writes and submits monthly reports to the APC Executive Director

9. Understands and integrates APC'’s cultural and environmental way of proceeding

10. Strictly follows and abides by APC’s child protection and safeguarding policies

11. Ensures the orderly filing, storage, and retrieval of related institutional documents, at the same time
ensuring a back-up system for saving files safely

Qualifications:

e College graduate in any business, economics, or finance-related course

e Experience in writing feasibility studies and business plans for community-based enterprises,
background in citronella oil production an advantage

o Atleast three years of onsite experience in related fields (business background with some

community engagement experience)

Can provide training for a multi-disciplinary team in a culture-based context

Works pro-actively and is a self-starter

Organized and systematic and attentive to details

Willing to be assigned in an upland setting

Good verbal and written communication skills in English

Can speak Bisaya

Physically, psychologically, and emotionally fit



