Job Description of the Executive Director
The following job description was essentially extracted from the following documents (as contained in the Report of the Second Meeting of the Board of Trustees, 17–18 November 1998, Jakarta, Indonesia):

· Rules of Procedures of the Office Bearers of the ASEAN Foundation,

· Organisational Structure of the ASEAN Foundation, and

· Host Country Agreement

The Executive Director shall:

(1) be responsible to the Board of Trustees

(2) take charge of the Foundation, represent the Foundation in all administrative and operational matters, manage the activities of the Foundation and be responsible for the discharge of all the functions and responsibilities entrusted to him/her by the Board of Trustees

(3) (a) attend personally or designate a representative to all the Board of Trustees meetings as an ex-officio Member of the Board;

 (b) represent the ASEAN Foundation at meetings of the ASEAN Standing Committee or other similar ASEAN bodies, as necessary

(4) be responsible for the preparation of reports for all meetings of the Board of   Trustees 

(5) keep himself informed of the activities of all ASEAN bodies and

(a) provide information, whenever necessary, on directives or actions taken by the Foundation to the Board of Trustees, ASEAN Committees and other similar bodies

(b) ensure that members of the Board of Trustees are informed on relevant current developments in the activities of the Foundation

(c) act as channel for formal communications between:

i. the Foundation and the Board of Trustees, and other ASEAN bodies

ii. the Foundation and other international organisations and governments, particularly for the purpose of fund-raising

(6) ascertain facts or seek clarification for the purpose of reporting to the Board of Trustees for its consideration

(7) prepare an Annual Report for submission to the Board of Trustees

(8) harmonise, facilitate and monitor progress in the implementation of all approved ASEAN Foundation activities

(9) initiate plans and programmes of activities for the ASEAN Foundation in accordance with approved policy guidelines

(10) be responsible for the Foundation’s security

(11) prepare the Annual Budget Estimates for the Foundation for the approval of the Board of Trustees

(12) exercise the administrative and financial powers vested in him/her under the provisions of the Rules and Procedures and Regulations as may come into effect

(13) act as custodian of all ASEAN Foundation documents

(14) perform such other duties and missions as the Board of Trustees may direct.

Privileges of the Executive Director
(1) The Executive Director who does not possess the nationality of the Host Country (Republic of Indonesia) and who is non-permanent resident of the Host Country, for the period of their assignment with the Foundation shall be exempted from:

(a) customs duties on imports of their household and personal effects, including technical equipment;

(b) taxation on salary, emoluments and monies paid by the Foundation or by provident funds in connection with their services with the Foundation, and taxation on income derived by them from sources outside of the Host Country;

(c) taxes and duties on the purchases in the Host country of one locally assembled motor, provided that the period of assignment of the Executive Director is at least twelve consecutive months.

(2) International staff members (Executive Director who does not possess the nationality of the Host Country and who is non-permanent resident of the Host Country) may maintain foreign securities, currencies and other assets within the Host Country; on termination of employment they may take such assets out of Indonesia without any restrictions or limitations as to the amount or currency.

(3) The Executive Director shall be accorded full diplomatic status.
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