TRUNG TAM HANH DONG Vi SU PHAT TRIEN DO THI
ACTION CENTER FOR CITY DEVELOPMENT

Sb 1 Pham Ngii L&o, Quan Hoan Kiém, Ha Noi
Tel: (84-4) 62700184; email: vidothi@gmail.com

THONG BAO TUYEN DUNG
VI TRi TRQ LY DU AN

Gioi thiéu

Thanh lap nim 2006, Trung tim Hanh dong vi Sy phat trién D6 thi 12 mot to chirc phi
chinh phu tré va nang dong. Cac hoat dong ctia Trung tam tap trung vao 3 linh vyc chinh sau:
thiic day 161 song bén viing thong qua thyc hién cac du 4n thay doi hanh vi tai noi lam viée, gia
dinh va truong hoc; co hoi viée 1am binh dang va cai thién cac khong gian cong cong

Vi viée thuc hién cac dy &n phat trién tap trung vao khu vuc d6 thi, chiing t6i cam két
dong gop sirc minh lam cho Ha noi tré thanh mét thanh pho tuoi dep cho tat ca moi nguoi. Moi
cac ban truy cap vao trang web www.vidothi.org dé ¢6 thém théng tin vé cac hoat dong ctia
chang t6i.

Muc dich cua vi tri

Chlng t6i can tuyén 01 tro Iy du 4n dé tham gia hd tro hoat dong cho dy an “Nang cao
nang lyc cong dong dan cu Ha ndi” va dy an “Trong rau hitu co x6a doi giam ngheo tai Soc
son, Ha noi”.

Tréch nhiém va cong viéc chinh
Tro Iy du an s€ ho trg thuc hién cac hoat dong du an sau:

|.Dw dn Ning cao ning lwc cong dong din cw Ha Ngi ( 50% thoi gian)

1. Trién khai hoat dong
0 Tham gia thuc hién cac chwong trinh cia toan du an

Tham du céc khéa tdp huin do cac chuyén gia nudc ngoai giang day

Tham du cac budi tap huan cua cac nhom Song xanh tai cong dong
Ho tro hau can cho cac khéa tap huan, cac budi hop, cac su kién t6 chirc tai cong dong
Ghi lai tién trinh cia cac budi tap hudn
Thu thap cac bang kiém toan tai cac hd gia dinh, cap nhat va luu dir liéu
2. Quan ly tai chinh

0 H& tro viéc theo dbi qua trinh giai ngan ctia du an, dam bao cac ching tir duoc thu thap
cho céc chi phi trong du 4n va dap tng theo yéu cau.
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0 H& trg can bo ké toan trong viéc quan li thu chi mot cach minh bach va theo dang qui

dinh
3.Quan ly théng tin ‘

0 Gilp phan chuan bi cac thong tin dudi dang bai bao, tin d€ truyén thong vé dy an

0 Cap nhat trang web cta du an

0 Thu thap cac thong tin, s6 liéu lién quan dén cac chu dé cua dy an (mdi truong, bién doi
khi hau, song xanh...)
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Cap nhat cac thong tin vé cac nha tai tro, cac nhém cong ddng cing thuc hién du an

4. Giam sat va danh gia
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Tham gia vao qué trinh thiét ké hé thong giam sat, danh gi4 cta dy an bao gdm phat trién mot sd
cong cu phu hgp dé danh gia, thu thap so liéu

Tap hop, luu tri, thu thap cc thong tin trong qua trinh thuc hién dy an, gitp phan bao cao cubi
ky cho cac nha tai tro

Luu trif tat ca cac tai lidu lién quan t6i dy an trén gidy va trén hé thong may tinh.
Luu trit cic vin ban thong tin qua lai giita cac nhém cong ddng tham gia dw 4n va co quan
Hb trg cong tac bao cao giita ki va cudi ki sau khi du an két thiic.

Dur dn Trong rau hivu co xéa déi gidm nghto tai Séc Son, Ha Ni (40%)

1.Trién khai hoat dong:
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Tham gia vao viéc t6 chirc cac chuyén tham quan trang trai cho cac khach hang va cho
cac em hoc sinh

Nhan email va tra 161 email va dién thoai ctia khach hang dat rau

H& trg nhém ndng dan trong viéc 1ap danh sach cic khach hang dit rau

Tham gia hd tro cac khoa tap hudn danh cho nhém ndng dan

Tham gia vao hoat dong tham quan hoc tip cac mé hinh san xuat va quan 1y thanh cong
H& tro phién dich cho cac khach hang va hoc sinh khi di tham quan trang trai rau

2. Quan ly tai chinh
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Ho tro nhom ndng dan trong viée tinh toan cac hoa don tién rau hang thang cho khach
hang
Ho tro thu tién rau hang thang tir khach hang

3. Quan ly théng tin
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H& tro chuén bi cac thong tin cho newsletter ciia nhom rau hang thang
Cap nhat cac thong tin madi nhat 1én trang web ctia dy an
Quan 1y hé thong luu trir danh sach va théng tin vé khach hang

I11. Hé tro cdc dw dn khdc, cdc hoat dong hanh chinh cia co quan khi c6 yéu cau (10%)

Yéu ciu vé ning lwc:
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Tét nghi¢p dai hoc

Str dung tot word va excel, ¢ ky nang vé quan ly web

Co ky nang giao tiép tot, nhiét tinh va nang dong trong cong viéc

Ky nang viét va trinh bay tot

Giao tiép bang tiéng Anh tét.

Sén sang di dén cac cong dong & Ha ndi va sin sang tham gia cac budi hop cong dong
VAo budi ti.

Sang tao, ludn hoc hoi va cé tinh than 1am viéc nhom

Mirc lwong: . ) .
Mirc lwrong cho vi tri 1a tir 2,000,000 dong dén 2,500,000 dong

Thoi gian nhin don va tuyén dung:

Xin hdy guri thu xin viéc va Iy lich tom tit vé hom thu accd.hr@gmail.com véi twa dé Tén
ban PA application trudc ngay 30 thang 3 nam 2010.




