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UNITED NATIONS INDUSTRIAL DEVELOPMENT ORGANIZATION

ASSISTANCE TO BUSINESS REGISTRATION REFORM IN VIET NAM 

(TF/VIE/08/001 and XP/VIE/08/002)
Job Description

Post title:

Interpreter

Duration:
12 work-months initially, with possibility of extension 
Date required:
As soon as possible

Duty station:
Hanoi, with travel within Vietnam, as required

Counterpart:
Enterprise Development Agency, Ministry of Planning and Investment.
Under the overall guidance of the UNIDO Headquarters Project Manager and the National Project Director (NPD), and under the direct supervision of the Chief Technical Advisor (CTA), the Interpreter is responsible to carry out the following tasks: 

	Tasks
	Expected Duration
	Location
	Expected results
	Related Activities

	1. Provide consecutive interpretation services for IT group and project staff
	12 w/m
	Hanoi
	Communications among IT groups, project experts and stakeholders is achieved.
	Team

	2. Translate documents from Vietnamese to English and English to Vietnamese
	ditto
	ditto
	Documents translation is achieved
	Team

	3. Identify and maintain a record of external interpreters and translators and brief them on the work of the project as and when they are hired.
	ditto
	ditto
	Project has easy access to external translators and interpreters.
	Team

	4. Edit documents translated by external translators in English and in Vietnamese with respect to accuracy, style and format.
	ditto
	ditto
	Externally translated documents are
	Team

	5. Assist project staff in training courses, meetings, seminars and workshops as interpreter.
	ditto
	ditto
	
	Team

	6. Monitor the progress of IT group and report to CTA/cc project secretary and maintain a record of IT group’s documents, regularly update and backup IT group related documents. 


	ditto
	ditto
	Project has easy access to IT group’s reports and documents
	Team

	7. Carry out other tasks as assigned by the CTA and the NPD
	ditto
	ditto
	
	

	8. Provide secretarial duties to IT group and administrative support to the project office as required.
	ditto
	ditto
	
	


Qualifications: University graduate, preferably from Foreign Language University Interpretation and Translation Faculty.  Excellent written and oral English language skills.  Excellent written and oral Vietnamese language skills.  Computer Literate in Microsoft Office, spreadsheets, Internet and Email.  Relevant work experience and proven track record as demonstrated by good references may be an added advantage.  Good communication, interpersonal and public relations skills.  Candidates with experience in working in UN and MPI projects may have an added advantage.

Background:  Vietnam started its comprehensive business environment reforms with the promulgation of the Enterprise Law 1999. The changes introduced transformed the whole landscape for private sector development in Vietnam. Enterprise Law 2005 laid a more enabling legal framework for enterprise registration. The Project “Technical Assistance to Business Registration Reform in Vietnam” is implemented under the UN’s “One Plan”, a joint action program between the Government and all 14 resident UN organizations in Vietnam. The Project is co-funded by the Norway Government and UN Industrial Development Organization (UNIDO). The aim is to advise and assist Enterprise Development Agency (EDA) within the Ministry of Planning and Investment (MPI) and other competent agencies on the business registration reform. 

