Administrative and Program Officer 
1.  Title :

Program & Administrative Officer 


2.  Location :

Based in Hanoi with quarterly travel to program sites
3.  Management lines :

· Directly responsible to Regional Liaison Officer based in Hanoi
· Work in close contact with Program Officers and Finance Officer 
4.  Responsible for:

· Implementation and development of the “Worker’s Rights” programme: to participate and co-operate with other OSB-staff in the development and implementation of OSB's strategy in Vietnam, to co-ordinate and facilitate the development of programs with partners of OSB, to support Oxfam's partners in all aspects of program implementation 

· Office management: ensure all secretarial and administrative matters in the Oxfam Solidarity office in Hanoi, Vietnam

5. Duties : 
Programme duties (60%):
As taking a part of the responsibility to deliver on the “Worker’s Rights” programme the person will be responsible of following duties:  

a. Programme Implementation:

· Support partners in constructing programmes and yearly or quarterly work plans in line with the programme objectives and the Result Based Management methodology such as agreed during the monitoring dialogues with partners. 

· Assist the partners in organisational development where required.  

· Monitor with partners the progress in programme implementation. 

· Keep an oversight of budget disbursements of partners and coordinate budget transfers with OBE head quarters and Finance Officer. 

· Support learning and evaluation where required. 

· Facilitate capacity building on identified needs where required, (such as identification of training or exposure opportunities, etc.).

· Assist partners involved in advocacy work when requested.

· Coordinate and support quality narrative reporting.

· Coordinate and support quality financial reporting.

b. Programme development tasks:

· Dialogue with partners and other stakeholders about the strategic directions and perspectives.

· Contribute to strategic reflection.

· Explore potential new partnerships in the country.

· Develop programme proposals for funding.

· Keep oversight of funding opportunities and develop good relations with possible  donors.

c. Representational tasks:

· Represents Oxfam's views in meetings during meetings with partners and support organisations.
Office management duties (40%)

d. Management of the office

· responsible for ensuring proper maintenance of the office building (in general),ensure proper maintenance of office equipment and ensure adequate office supplies;
· servicing and/or liaison with servicing companies for the office building and all office equipment (such as air conditioners, phone lines, computers, printers, modem, fax, security systems, stabilizers, etc) 
· management of archives/library and subscriptions (such as journals and newspapers); 

· management of database for local consultants/translators, training courses and address book;
· ensure proper IT management (server, back up, maintenance, virus, etc) 
· management of petty cash;
·  any other task necessary for the proper office management;
e. Secretarial support

· general secretarial support including: answering the phone, coordinating translation work, distribution of correspondence, pick up and delivery of mail in absence of driver

· logistical support to visitors (such as arranging visas, house rentals, and travel/hotel bookings), including support for partners visiting Hanoi;
· support any other duties which may be required from time to time;
f. Communication

· liaison with PACCOM, and all other relevant government departments and ministries on administrative and logistical procedures;

· interpretation for officials, partners visiting the office, regional liaison officer and international visitors (when required);
g. Personnel

· management and updating of personnel files 

6. Qualifications:
· Skills
· University degree in Administrative or Development preferable or at least 3 years experience in administrative and/or program position. 

· Experience in INGO/NGO is an asset; 

· Good spoken and written English skills;
· English speaking and translation skills;
· Computer proficiency (Ms Office);

· Competences
· Flexible and mobile; 
· Problem solving oriented; 
· Taking own initiatives; 
· Ability to work in a team
· Sharing vision and mission of Oxfam Solidarity Belgium;

Note: This job description will be revised regularly between the Regional Liaison Officer and the employee. 

