11 Children’s Hope In Action (CHIA)

LEAD SOCIAL WORKER

The primary role of the Lead Social Worker (National) is to manage the Social Work

program at Hoi An Children’s Home (a residence in Hoi An, Quang Nam, for 30 high-

school aged children from poor rural families). This includes working directly with the
children in the Home to ensure that they feel supported and cared for and that there are
people who are interested in their lives and welfare, and working with the Manager to
ensure that the staff are also supported, and supportive of the children. The secondary
role is to act as an assistant to the Manager.

Responsibilities:

Social Welfare

Manage the case load allocated to the Lead Social Worker. For each child in the case

load the Lead Social Worker should:

e Complete all paperwork for the child’s file and keep up to date, including:

0 Home contract

o Initial interview form

o Child profile

o Copy of birth certificate

e Hold regular informal meetings with children to discuss their progress at
school, any issues with the Home, family, friends etc. This is an informal
discussion to touch base with them and let them know that there are people
around them who care about their lives. It's a chance to work through any
issues before they become big problems.

e Record all relevant information about the child’s life in the child case files,
including but not limited to school marks for tests or major work, family
incidents, medical issues, problems or positive experiences at school or at the
Home.

e Talk to children about their dreams and plans for the future, trying to
encourage them to believe that they can do anything they chose.

e Help children to complete the goals sheet and work with them to devise plans
to achieve those goals

e Periodically meet with children to assess whether they are moving towards
their goals and review and evaluate goals as necessary

e Set a good example of behaviour for children to follow and guide them to learn
appropriate social behaviour

¢ Mediate and resolve any conflicts between the children.

e Assist with discipline issues and other behavourial problems if they arise.

e Keep contact information for children’s guardians up to date and record any
significant changes in the children’s family circumstances, such as illness,
death, separation, births, marriages etc

e Liaise with children’s families as appropriate

e Attend periodic case management meetings as required
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Education
e Develop relationships with teachers so the teachers they feel confident
contacting HACH staff before small problems increase.
e Make regular contact with each child’s form and extra class teachers to find out
if there are any issues we need to know.
e Periodically check that children are attending extra classes
e Tutor English and other subjects to children as required
e Supervise smaller children doing their homework and check that homework
has been completed to a satisfactory level
e Attend parent teacher meetings as required
e Meet with teachers to discuss any behavioural or educational issues that arise.
Health
e Arrange medical and dental appointments as necessary and take children to
these appointments
e Take care of sick children with the help of other carers, including administering
medication as required
e Complete absentee forms for sick children and deliver them to the appropriate
schools when a child is sick
e Buy medication as necessary
Activities
e Arrange special activities for the children such as games, concerts, parties etc
e Assist staff with monthly birthday parties
e Work with volunteers to conduct arts and craft activities, workshops and other
fun activities as required
e Help the children to prepare for important traditional festivals such as Tet, Mid
Autumn Festival, Teacher’'s Day, Women’s Day etc
New Children
e Assist the Manager to collect lists of potential new children for the Home
e Work with the Manager to visit homes of potential resident children and collect
family background and other relevant information
e On acceptance into the Home, take detailed family backgrounds of each child
and record the information in their case file
e Develop and conduct induction activities for new children to make them feel
welcome in the Children’s Home and promote unity amongst all children
e Explain the Home contract, rules and expectations of living in the Home, to the
new children and get them to sign their contracts
e Create files for new children which includes all case file documents and
information
Non-resident Children
e Although the Social Work Program primarily supports children who are current
residents of the Home, there is sometimes the need to provide Social support
to children who used to be residents of the Home, some of whom are still being
financially supported to complete their tertiary education. This continuing
support may be provided at the discretion of the Manager.

Children’s Hope In Action (CHIA) — Thap Sang Hy Vong Tré Tho
www. ChildrensHopelnAction.org info@ ChildrensHopelnAction.org
516 Clra Dai, H6i An, Quang Nam. Tel:+(84) 0510. 3921487, Fax:+(84) 0510 3924226



http://www.childrenshopeinaction.org/�
mailto:info@ChildrensHopeInAction.org�

Administration
e Assist and support international volunteers working at the Home
e Meet with visitors to the Home as required
e Attend staff and other weekly meetings
e Support the Manager as needed
Managing Social Work Program
e Manage daily work of Child Support Worker, including training, mentoring, and
supervising their work and ensuring their work is completed in a satisfactory
way
e Co-ordinate staff involvement in social work activities
o Work with all staff to improve the quality of care being provided to the resident
children.
e Report to Manager on social work issues
Qualifications
e Degree (3 or 4 years full-time study) in Social Work
e Certificate in English (Level B)
e Certificate in Computing
e Vietnamese National
Hours of work
e 10.00-14.00 and 15.00-19.00
e Sunday to Thursday

TRUONG NHOM CAN BO XA HOI

Gio lam: 10:00 — 14:00 va 15:00- 19:00
Chu nhat den thir ndm

Nhiém vu chinh ctia Trwdng nhom Can bd xa héi - (TN CBXH) la quan ly chwong trinh
xa hgi & Trung tam Bao Tror Tré Em Hoi An,Hoi An Children’s Home, & HGi  An-
Quang Nam (gbém 30 tré xuat than tr gia dinh ndng thén nghéo va & dd tudi cép 2 tré
lén). Bao gém c6 nhiém vu lam viéc truc tiép voi tré & Trung tam, gilp cho tré luén cdm
thdy cac em dwoc hd tro va quan tAm va cdm thay rang luén cé nhirng ngwdi quan tdm
dén cudc sbng va quyén loi ctia cac em, déng thei lam viéc véi Quan Ly dé chac chan
nhan vién ciing dwoc ho tro trong viéc giup d& cac em. Nhiém vu the hai la 1am tro ly
Quan ly Trung tam.

Nhirng trach nhiém:
Phuc loi xa hoi
Quan ly cac ca tré (case load) dwoc phan cong. Ddi v&i tirng ca tré ma minh phu trach,
TN CBXH phai:

e Hoan tt toan bo gidy t& cho hé so cla tré va ludn cap nhat théng tin, bao

gom:
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* Hop dong & Trung Tam
* Mau phdng van ban dau

* Hd so cUa tré
* Pho t6 so yéu li lich

Té chire cac cude gap than mat véi cac em dé thao luan vé tién bd trong hoc
tap, vé béat ky bat clr van dé gi & Trung tdm, gia dinh, ban bé. Cé nhirng cudc
noi chuyén than mat dé gan b6 hon véi tré, dé cho cac em biét rang cé nhiéu
nguw®i & xung quanh quan tam dén cudc sdng ctia cac em. TL CBXH nén giai
quyét nhirng van dé, khic méc nhé cla tré truwdc khi ching tré thanh Ién va
phtrc tap.

Ghi chép tat ca cac thdng tin can thiét vé cudc sbng cla tré vao hod so cla
tirng tré, bao gdm nhwng khéng gi¢i han vé nhirng van dé & truéng hoc, diém
s hodc nhirng cdng viéc chinh, sw cb trong gia dinh, van dé sirc khde, nhirng
van dé tbt, xdu ma tré trdi qua & trwdng hoc hodc & Trung tam.

NGi chuyé&n v&i tré vé mo wée va ké hoach cla cac em trong twong lai, cb
gang khuyén khich tré tin rang cac em c6 thé 1am dwoc bat clr diéu gi ma céac
em da chon.

Gilp tré hoan thién t& cac muc tiéu va lam viéc vai tré dé 1ap ké hoach dat
dwoc nhirng muc tiéu dé ra.

Dinh ky gdp g& tré d& danh gia xem tré cé phan dau theo muc tiéu dé ra khéng
ddng thoi ra soat va danh gia nhivng muc tiéu do khi can thiét.

TL CBXH la mét tAm gwong tét dé& cho tré noi theo déng thdi hwéng dan cac
em hoc tap nhirng hanh vi cw xt&r dung dan va I& do.

Dan xép va x ly ngay nhivng xung dét gitra tré véi nhau

H6 tro’ can thiép nhirng van dé ky luat va nhirng van dé vé hanh vi thai do
khéng tét néu ching cé xay ra.

Gilr théng tin lién lac vé ngwdi giam ho cla tré thwdng xuyén va ghi chép
nhirng thay ddi dang ké trong gia dinh cla tré nhw dm dau, cé ngwdi than rudt
thit qua d&i, cha me chia tay, sinh né va cwéi xin, v.v

Lién lac v&i gia dinh cla tré khi can thiét

Tham dy cac budi hop vé quan ly cac ca tré theo yéu cau

Giédo duc

Phét trién mbi quan hé véi gido vién, khi 6 gido vién sé cam thay tu tin va
thodi mai dé lién lac v&i nhan viénTrung tdm trwedc khi mot sw ¢d nhé xay ra.
Gitr lién lac thuwdng xuyén véi giao vién cha nhiém cua tirng tré va cac giao
vién day kém dé phat hién ra bat ky van dé ndo ching ta can biét.
Kiém tra dinh ky viéc chuyén can cua tré & I&p hoc thém.
Gia su tiéng Anh va cac mdn hoc khac cho tré khi cé yéu cau.
Giam sét nhirng tré nhé lam bai tap va kiém tra bai tap vé nha ctia cac em xem
c6 hoan thanh day da va dat tiéu chuan khéng.
Tham dw cac budi hop phu huynh cho tré
Gap g& gido vién cla tré dé thao luan vé nhirng van dé hoc lwc va dao drc
cla tré & trwdng néu co gi xay dén.
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Sirc khoe

Thu xép hen kham réng va kham sirc khde cho tré khi can thiét va dua tré dén
gap bac si theo lich hen.

Cham sdc nhirng tré b 6m Vi sy trg giup cda nhirng nhan vién cham soc
khac, bao gom viéc cho udng thudc theo chi dinh

Dién vao mau xin nghi hoc cho nhirng tré bi dm va ndp don xin nghi cho tré.
Mua thubc khi can thiét.

Cac hoat déng

Thu xép céac hoat déng sinh hoat d&c biét cho tré nhw choi trd choi, hat ho, tiéc
tung, v.v

Hb tro' cac nhan vién trong cac budi sinh nhat thang

Lam viéc v&i cac tinh nguyén vién dé thue hién nhung hoat dong tha cong my
nghé, cac bubi thao luan va cac hoat dong vui choi glal tri khac khi co yeu cau.
Gitp cac em chuan bj cho nhirng ngay |é truyén théng quan trong nhw Tét,
Trung Thu, Ngay Nha gido, Ngay Quéc té& Phu ni v.v.

Nhing Tré meéi

Hb tro' Quan Ly trung tdm trong viéc thu thap danh sach nhirng tré tiém nang
cho Trung tam.

Lam viéc v&i Quan ly di tham nha cua tré dwoc gidi thiéu va thu thap nhirng
théng tin vé gia dinh va cac théng tin lién quan khac

Khi tré dwoc chip nhan gia nhap Trung tam, thu thap thong tin gia dinh tré chi
tiét hon va ghl chép nhirng théng tin d6 vao trong hd so cua tré.

Tién hanh trién khai nhirng hoat dong gidi thiéu cac tré méi, giup cac em thay
minh dwoc hoan nghénh & Trung tdm va phat huy tinh than doan két cla tat ca
cac em.

Giai thich vé Théa thuan & Trung tam, nhirng Néi quy va nhirng hy vong dbi
véi thanh vién sbng trong Trung tam cho cac tré mai va cho cac em ky vao
Thoéa thuan ra nhap Trung tam.

Thiét Iap nhirng hd so cho tré m&i bao gém tat ca nhirng tai liéu va théng tin.

Tré khong & tai Trung Tam

Mé&c du dau tién chwong trinh céng tac xa hoi chi hé trg nhivng tré dang & tai Trung tam,
tuy nhién thinh thoang cling can tw van giup d& nhirng tré da trng & Trung tam va
nhirng tré d6 van dang dwoc hé tro tai chinh d& hoc Cao dang/dai hoc. Cong viéc tiép
tuc hd tro’ cho nhirng tré nay cé thé sé dwoc chi dan riéng ré tor Quan ly.

Cbéng viéc hanh chinh

Tro gitp va hé tro nhirng tinh nguyén quéc té 1am viéc & Trung tam
Tiép khach dén thdm Trung tam khi cé yéu cau

Tham dw cac budi hop nhan vién hang tuan va cac budi hop khac.
Hb tro cho Quan ly khi cé yéu cau

Quan ly chwong trinh Xa hoi

Children’s Hope In Action (CHIA) — Thap Sang Hy Vong Tré Tho
www. ChildrensHopelnAction.org info@ ChildrensHopelnAction.org
516 Clra Dai, H6i An, Quang Nam. Tel:+(84) 0510. 3921487, Fax:+(84) 0510 3924226



http://www.childrenshopeinaction.org/�
mailto:info@ChildrensHopeInAction.org�

Quan ly céng viéc hang ngay ctia nhan vién hd tro’ tré em, bao gébm dao tao, tw
van chi dan, giam sat va chac chan cong viéc cé hoan thanh tét khéng.

biéu phéi sw tham gia clia cac nhan vién vao cac hoat dong céng tac xa hoi-
Lam viéc v&i toan thé nhan vién dé nang cao chat lwong cham soc tré & Trung
Tam.

B&o céo 1&n Quan ly Trung tdm vé nhirng van dé cong tac xa hoi.

Didu kién

Bang chinh quy chuyén nganh Céng tac xa hoi (Cao déng/ Dai Hoc)
Bang B Anh Van

Bang vi tinh

Québc tich Viét Nam

Children’s Hope In Action (CHIA) — Thap Sang Hy Vong Tré Tho
www. ChildrensHopelnAction.org info@ ChildrensHopelnAction.org
516 Clra Dai, H6i An, Quang Nam. Tel:+(84) 0510. 3921487, Fax:+(84) 0510 3924226



http://www.childrenshopeinaction.org/�
mailto:info@ChildrensHopeInAction.org�

	Responsibilities:
	Social Welfare
	Education
	Health
	Activities
	New Children
	Non-resident Children
	Administration
	Managing Social Work Program
	Qualifications
	Hours of work

	TRƯỞNG NHÓM CÁN BỘ XÃ HỘI
	Những trách nhiệm:
	Phúc lợi xã hội
	Giáo dục
	Sức khỏe
	Các hoạt động
	Những Trẻ mới
	Công việc hành chính



