ChxldFund

Vietnam Administrative Officer & Translator/Interpreter

Can bdé Hanh chinh va Phién djch vién

ChildFund Australia — Vietnam Representative Office Job Description
Van phong dai dién ChildFund Australia tai Viét Nam Bdn mé ta cong viéc

JOB DESCRIPTION
BAN MO TA CONG VIEC

JOB TITLE
CHUC VU

Administrative Officer & Translator/Interpreter
Can bd Hanh chinh va Phién djch vién

Reporting to the Human Resource & Support Services Manager, the Administrative Officer
&Translator/Interpreter is to assist the ChildFund Australia Representative Office in Vietnam to
fulfill their mission of working for the well-being of children by providing support in general
financial, administration and logistical works for ChildFund Area Development Office (ADO) in
Hoa Binh province.

Can b6 Hanh chinh va Phién dich vién chju trach nhiém bao cao cho Quan ly Nhéan s va Hoat déng Hb
trg, ho tro Van phong ChildFund tai Viét Nam hoan thanh str ménh cai thién va néng cao doi song cla tré
théng qua ho tro cac cong viéc chung véhau can, hanh chinh va tai chinh cho Van phong phat trién Vung
ChildFund tai Hoa Binh.

The position is responsible for and taking the leading role in undertaking various administration
activities through the efficient handling of communications, information dissemination, reception,
office management, general administrative support functions and provide the interpretation/
translation services accurately to ChildFund’s international visitors and correspondences.

Céan bd Hanh chinh va Phién djch vién chju trach nhiém va dam nhéan vai tro lanh dao trong cac hoat
déng quén ly hanh chinh khéc nhau théng qua viéc xi ly hiéu qué théng tin lién lac, phé bién théng tin,
tiép tan, quan ly van phong, chirc ndng hé tror hanh chinh néi chung va bién/phién dich mét cach chinh
xac cho khéch va thuw tor quéc té cda ChildFund.

REPORTING STRUCTURE / RELATIONSHIPS
QUAN HE/CO' CAU BAO CAO

The Administrative Officer & Translator/Interpreter reports to the Human Resource & Support
Services Manager.
Can bd Hanh chinh va Phién dich vién béo céo cho Quén ly Nhan sw va Hoat ddng hé tro.

The Administrative Officer & Translator/Interpreter works closely, with other colleagues in ADO
and Office Administrator, Human Resources Officer, Finance Officer in Hanoi Office.

Can b6 Hanh chinh & Phién dich vién lam viéc chéat ché v&i cac can bé tai Van phong vung va Can bd
Hanh chinh, Can b6 Nhan sw, Can bd Tai chinh tai Van phong Ha Néi.
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RESPONSIBILITIES
TRACH NHIEM

Administration & Office Management

Quan ly Hanh chinh va Van phong

e Answer the telephone, take and deliver messages

Tra loi dién thoai, giao va nhan tin nhén

Welcome guests and visitors

Doén tiép khéch va du khach

Send/collect mails and distribute to the receivers

G/ thu thép thuw va phan phat cho ngudi nhén

e Distribute incoming faxes, memos and newspapers
Phan phét fax, gidy nhé va béo chi

o File, type and make photocopy of document as needed
Sap xép, danh méy va photo tai liéu khi duoc yéu céu

o Ensure efficient use of office equipment (air-condition, computers, printers, fax, telephones,
photocopier, etc.) by staff, guests and consultants
Dam bao thiét bj vdn phong duroc nhén vién, khéch va nha tw van str dung hiéu qué (diéu hoa, méy
tinh, may in, may faxx, dién thoai, may photocopy,v.v)

e Arrange maintenance as required or on periodic contract basis for communication systems
and other equipment: phone, email, fax, photocopier, etc.
B3o duéng cac hé théng thong tin lién lac hodc céc thiét bi khéc nhu: dién thoai, email, méy fax, may
photocopy,v.v khi can thiét hodc theo hop dbng ky han.

e Provide administration support to other teams as required: car service, stationary order, etc.
and payment preparation
Hé tror cadc nhém khéc vé hanh chinh khi duoc yéu cdu nhw dich vu xe, vén phong phdm, v.v va chuén
bi thanh toan

¢ Logistics for meetings, conferences and workshops organised within the locality
Té chire dich vu hdu cén cho céc cudc hop, héi thdo va héi nghi tai dia phuwong.

Personnel Administration
Hanh chinh Nhan sw
e Assist the HR & Support Services Manager at:
Hé tro Quén ly Nhan sw va Hoat dong Hé tro:
- renewing Operation Registration with the central authorities and responsible for keeping
a copy of this documentation
lam lai Gidy Bang ky hoat déng véi chinh quyén trung wong va chiu trach nhiém giir lai mét (1)
ban sao
- house lease
thué nha
- giving advice on purchasing new equipment in line with staff expansion and the need for
replacement of old equipment
tw vén vé viéc mua thiét bi méi phu hop véi viéc mé réng nhén sw va sw cén thiét phai thay thé
thiét bj cd
- induction for new staff at the ADO
gidi thiéu cho can by mdi tai Van phong Vung
- liaising with and giving direct supervision to the cleaner and guard working for the ADO
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thué va giém sét truc tiép Vé sinh vién va Bao vé lam viéc tai Van phong Ving
- being always proactive and initiative at building, maintaining and strengthening the
cooperation and consolidation between teams in the office, creating a healthy and
cooperative working environment for all teams.
luén luén chd déng va di dau trong viéc xay dung, duy tri va ddy manh sw hop tac va bép viing
gitka cac nhém trong vén phong, tao ra méi trieong lam viéc lanh manh va hop tac cho tat ca cac
nhém.

e Other personnel administration duties as delegated by the HR & Support Services Manager,
such as preparation for recruitment, participation in interview with candidates for the
positions in Hoa Binh ADO, etc.

Cac nhiém vy hanh chinh nhan sy khac duoc Quan ly Nhan sw va Hoat déng Hé tro giao nhw chuén
bi cho viéc tuyén dung, tham gia phdng van teng vién cho cac vj tri tai Van phong Phat trién Viung
Hoa Binh,v.v

Interpretation and Translation

Phién dich va Bién dich

e Act as an interpreter for international guest visits to the field (under the delegation and
coordination of the HR and Support Services Manager, upon the job perm|t)
Phién dich cho khach quéc te dén thuc dia (dudi sw phan cong va diéu phéi cia Quén ly Nhan sw va
Hoat déng H6 tro trong quyén han céng viéc)

¢ Provide accurate and prompt two-way translation of project documents and correspondence
Dich chinh xac cac tai liéu dw an va thuw tir tir Anh-Viét va Viét-Anh

e Support the projects by providing high quality interpretation services in meetings, workshops,
conferences organised within Hoa Binh province
Hé tro du &n théng qua cung cép dich vu phién dich dat chat lwrong cao trong cac cudc hop, héi tho,
hoi nghi dwoc té chire tai tinh Hoa Binh.

Support IT Services in Hoa Binh Office (HBO)

Hé tror dich vu CNTT tai Vdn phong Hoa Binh

e Support IT Officer to periodically backup and handle server’s errors in HBO.

Hé tro Can b CNTT trong viéc sao lwu dinh ki va xc ly 16i may chd tai VPHB

e Receive error report on workstation from the staff in HBO and handle errors following IT
Officer’s instructions.

Tiép nhan céc béo céo 16i trén may tram ttr can bé trong VPHB va xir ly 16i theo huéng dén cua Cén
bd CNTT.

e Ensure errors with computer and office equipment (including broken equipment) to be timely
informed to IT Officer. These errors are also updated in logbook (excel) and sent to IT Officer
once a month.

Dam bao céc 16i da xay ra déi véi cac trang thiét bi méy tinh va vén phong (bao gém cé thiét bj da
héng) duoc théng béo kip thdi cho can bé CNTT. Céc 16i nay duoc cp nhéat vao logbook (excel) va
gt vé cho can bo CNTT 1 thang / lan.

e Monitor users in HBO to comply with the guidelines in the organisation’s Information
Technology Resources policy.

Giém sét nguoi dung tai VPHB tuén thu céc chinh séch st dung trang thiét bi dung theo chinh séch
str dung tai nguyén IT cua té chire.

¢ Monitor the quality of external services related to office equipment such as: fill ink for printers,
internet services, repair computer with hardware or software broken.

Giém sét chét lvong clda céc dich vu bén ngoai lién quan den trang thiét bj van phong nhw: dé muc in,
stra duong Internet, stra may tinh héng phan ciing, phan mém v.v.
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e Being a contact point for communication between staffs in HBO and IT Officer in technical
issues related to HBO's equipment.
La céu néi lién hé gitra céc can bé tai VPCB va Can bé CNTT trong céc vén dé vé ky thuét lién quan
dén céc trang thiét bj tai VPHB.

Other Responsibilities

Cac trach nhiém khac

o Prepare logistic for workshops/conferences (if requested) such as photocopy documents,
stationaries, contact the partners, arrange location, invitation letter...)
Chuén bj hdu can cho cac cudc héi thao/hdi nghj (khi duroc yéu cu) nhw photo tai liéu, van phong
pham, hop dong vé&i doi tac, thu xép dia diém, thwr mai...)

e Send mailer, parcel
Guwi buu phdm, buu kién

e Hotel booking, arrange car rental for ChildFund staff or the consultant
Dat khéch san, sap xép thué xe cho can bé ChildFund hodc nha tw van

e Support/carry out the purchasing work/checking the quotations for the project if requested.
Hé tro/tién hanh mua/kiém tra bao gia cho dw an khi duoc yéu cdu

e Support the Project Officers in translating the projects documents/emails from English into
Vietnamese when needed.
Hé tro Can bo Dw én dich cac thu/tai lidu duw an tir Anh sang Viét khi duoc yéu cau

e Support the projects/programs in connecting to the communication network with the
provincial partners, increase the ChildFund’s image in Hoa Binh.
Hé tror dw &n/churong trinh két ndi mang Iwéi thdng tin lién lac véi doi tac trong tinh, quéng bé hinh anh
cuda ChildFund trong tinh Hoa Binh.

Purchasing

Mua sam

e Get quotes and order office supplies such as stationery and general office equipment within
the budget guidelines of the organisation, adhering to the national purchasing policy by
sourcing best suppliers in terms of price, quality and services and ensuring necessary quotes
and bids are obtained
L&y béo gié va dat hang cac nguon cung cép vén phong nhuw van phong pham va thiét bj vén phong
chung theo dung ngén sach cua t6 chirc, tén trong chinh sach mua sam quoc gia théng qua viéc tim
ngudn cung tng véi gia, chét luong va dich vu tét nhét, va dém bao lay duoc céc béo gia va gia thau

o Coordinate and assist with various project purchase requirements as required
Phéi hop va hé tror cac dw &n khéc mua sdm céc thiét bj khi duoc yéu céu

Financial Management & Reporting

Quan ly va Bdo cdo Tai chinh

o Work closely with the Office Administrator and the HR Officer in Hanoi office and admin staff
in other ADOs and ChildFund’s Finance Officer to control and verify all expenditures monthly
and annually, and to ensure they are allocated correctly against approved budgets
Lam viéc chat ché voi Can bo Hanh chinh va Can bo Nhén sy tai van phong Ha NGi va nhan vién
hanh chinh tai cac van phong ving khac va Can b tai chinh cua ChildFund dé kiém soat va kiem tra
tat ca cac chi tiéu hang thang va hang ném va dé dam bao rang ching da duwoc phan boé theo ding
ngén sach duoc phé duyét

¢ Monitor expenditures against the approved budget and provide regular budget reports in the
specified format, including explanation of significant variances
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Theo dbi chi phi theo ngén sach phé duyét va cung cép céc bao céo ngén séch thuong xuyén theo
biéu mau quy dinh bao gébm giai thich nhitng chénh léch Ién

Organisational Development

Phat trién té chirc

e Actively contribute to the development and promotion of ChildFund values culture and
learning approach
Doéng gép tich curc vao cong cudc phat trién va nédng cao céc gia tri, méi trong van héa ciing nhw
phuong thire tiép can mang tinh hoc héi ctia ChildFund.

Relationship Building & Representation

Tw cdch dai dién va Xay dwng méi quan hé

e Participate in external workshops and other meetings relevant to the administration sector
Tham gia vao cac cudc héi thado va cac cudc hop khac lién quan dén linh vuwre hanh chinh

o Establish appropriate information-sharing relationships with staff in similar positions within
other INGOs, government agencies and academic institutions in Vietnam and internationally
Thiét Iap mbi quan hé chia sé théng tin thich hop véi cac nhéan vién & céc vi tri twong tu trong céc té
chure phi chinh phi quéc té khéc, céac vién va co quan nha nuéc & Viét Nam va quéc té.

WORKING CONDITIONS
DIEU KIEN LAM VIEC

This is a field based, full-time position with regular travel to ChildFund’s project areas within the
province. It is expected that the position-holder will also be required to undertake occasional
work-related travel to the Hanoi office and other parts of Vietnam.

Day la mét vj tri lam viéc toan thoi gian tai van phong vung, thuong xuyén di cong tac dén céc vung dw
&n ChildFund trong tinh, thinh thodng c6 chuyén di céng tac lién quan dén céng viéc dén Van phong Ha
Noi va cac vung khac tai Viét Nam.

The successful candidate will be offered a three-year contract. Salary will be set according to
experience and qualifications, in accordance with ChildFund’s salary scale.

U’ng vién duwoc tuyén chon sé c6 hop dbng trong ba (3) nam. Lwong sé duwgc quy dinh dwa trén kinh
nghiém lam viéc, bang cép va hé théng thang béng luong cta té chirc ChildFund.

Other working conditions and benefits are outlined in ChildFund’s HR, PDR and Operations
Manuals.

Cac quyén loi duroc huéng ciing nhw céac diéu kién lam viéc khac duoc qui dinh ré trong cudn Cém nang
Hoat déng va,quy trinh Bénh gia Két qué thuc thi cong viéc (PDR) cta ChildFund

PERSONAL QUALITIES, QUALIFICATIONS & EXPERIENCE
YEU CAU VE PHAM CHAT, TRINH DO VA KINH NGHIEM

E = Essential/ Can thiét, D = Desirable/ Mong muén

Knowledge

Kién thirc

Understanding, influencing and serving others are important attributes in this  E
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position

Hiéu biét, c6 tdm anh huéng va déi xtr véi nguodi khéc la quan diém quan trong & vi
tri nay

Skills

Ky nang

Excellent written and spoken English and Viethamese

Thanh thao néi va viét tiéng Anh va tiéng Viét

Excellent translation and interpretation skills (English/Vietnamese)

Ky néang bién phién dijch tot (Tiéng Anh/Tiéng Viét)

Flexible, effective team work and interpersonal skills

Ky n&ng lam viéc nhém linh hoat hiéu qua, giao tiép tét

Computer literacy and experience with computerized information (including
spreadsheets, databases), familiar with software packages under Windows
and E-mail

Biét sty dung méx tinh v&i cac théng tin may tinh (bao gbm béng tinh, dip liéu), thanh
thao cac phédn mém Windows va E-mail

Experience

Kinh nghiém

Minimum 2 years experience in administrative area and interpretation
/translation in a medium sized organisation

Cé it nhéat 2 ndm kinh nghiém trong céng viéc hanh chinh va bién/phién dich tai céc
co quan nha nuéc hodc céc té chirc tuong tu.

Effective communication with internal and external customers/partners

Giao tiép hiéu qua véi khédch hang/déi tac trong va ngoai té chirc

Working effectively with and through others

Lam viéc hiéu qua va théng subt véi nhitng ngudi khéc

Abilities/Qualities

Néng Iwc/Pham chat

Able to manage multiple priorities, to work to deadlines, being well-organized
and systematic

C6 khé néng quan ly nhiéu céng viéc, hoan thanh ding han, cé té chirc va hé théng
Ability to build strong working relationships, internal and external to the
organisation

C6 khé nang xay dung mdi quan hé lam viéc bén viing cé trong va ngoai té chirc
Creative, forward thinker and excellent team player

Tw duy séng tao va cép tién, lam viéc nhém tot

Careful, accountable, responsible and punctual

Cén than, déng tin cdy, ,trach nhiém va luén dung gi¢

Attitudes

Quan diém

Willingness to work and travel

S&n sang lam viéc va di céng téc
Commitment to the aims of ChildFund
Cam két v&i muc tiéu cta ChildFund
Discreet and respectful of confidentiality

Job Description
Bdn mé ta cong viéc
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Qualifications

Trinh dé

University degree in English foreign language
Tét nghiép dai hoc bdng ngoai ngir tiéng Anh

Job Description
Bdn mé ta cong viéc
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