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Vietnam Disaster Risk Management Coordinator

Diéu phoi vién Quan ly Rui ro Thién tai

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

JOB DESCRIPTION
BAN MO TA CONG VIEC

JOB TITLE
VI TRI

Disaster Risk Management (DRM) Coordinator
Diéu phéi vién Quan ly Rdi ro Thién tai (QLRRTT)

ROLE
VAI TRO

The DRM Coordinator is responsible for overseeing all DRM (Disaster Risk Reduction and
Emergency Response) components of ChildFund Vietnam’s activities. This includes the overall
planning and its integration into programs/projects, providing technical inputs and support for
implementation and monitoring of DRM project(s) in Vietham. He/she is the primary focal point
for all disaster risk management issues, including Disaster Risk Reduction (DRR), Safety and
Security management and Emergency Response in the Country Office.

Diéu phéi vién QLRRTT chiju tréch nhiém giam sét tat ca cac hop phan quan ly rdi ro thién tai (Gidm thiéu
Rdi ro Thién tai va Ung phé Khén cép) trong cac hoat déng cta ChildFund Viét Nam. Bao gém viéc lap
ké hoach téng thé va léng ghép vao cac chuong trinh / dw &n, déng gop y kién chuyén mén va hé tro
trién khai va giém sat cac dw &n QLRRTT tai Viét Nam. Vi tri nay déng vai tro dau méi lién hé cho tét ca
céc vén dé vé quan ly rdi ro thién tai, bao gébm Giam thiéu Rdi ro Thién tai (GTRRTT), Quan ly An toan va
An ninh va viéc Ung ph6 Khan c¢ép tai Van phong Quéc gia.

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

The DRM Coordinator reports to Program Team Leader.
Diéu phoi vien QLRRTT bao céo truec tiép cho Trudng nhém Chuwong trinh.

The DRM Coordinator works closely with sector Managers, Area Program Manager, Finance
Officer, Office Administrator, Communications team, Sponsor Relations team in Hanoi, with the
local Administrative staff and project staffs in each Area Development Office, and with
management staff from ChildFund’s partners and project communes in Vietnam.

Diéu phéi vien QLRRTT lam viéc chat ché véi cac Quan ly méng, Quén ly Chuong trinh Vung, Cén bd
Tai chinh, Can boé Hanh chinh, nhém Truyén théng, nhém Quan hé Tai tro tai Ha Noi, cung véi cén bod
Hanh chinh dia phuong, cac can bé duw én tai Van phong Phat trién Vung, cén bo quan ly tir phia déi tac
va cac xa dw an cta ChildFund tai Viét Nam.
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RESPONSIBILITIES
TRACH NHIEM

1. Project development, management and Implementation

Trdch nhiém xay dwng, quan ly va trién khai dw &n

e Major person in-charge in working with concerned stakeholders for project planning and
development. ] )

La nguwoi chiu trach nhiém chinh lam viéc v&i cac bén lién quan dé thuc hién lap ké hoach va xay
dung dw an.

e Ensure the integration of DRM interventions with ChildFund supported program/projects
and Regional and National policies, strategies and objectives, and with the laws of
Vietnam.

Dam bao viéc 16ng ghép céc hoat dong can thiép QLRRTT vao cac chuong trinh/dw an do.
ChildFund hé trg, phu hgp véi cac chinh sach, chién lwgc va muc tiéu cua Khu vire va Quéc gia,
tuan tha theo luat phap Viét Nam.

¢ Manage any standalone DRM project or mainstreaming initiative in ChildFund Vietnam
as well as in-country emergency response projects, including the development and
regular updates of situational and other reports, as required.

Quén ly tét ca cac dw én QLRRTT déc lap hoac cac sang klen long ghép tai ChildFund Viét Nam
cling nhw céc dw &n g phé khan cép trong nuée, bao gébm ca viéc phat trién va thuong xuyén
cép nhét céc béo céo tinh hubng va bao céo khéac theo yéu céu.

e Ensure that ChildFund’s Development Effectiveness Framework is incorporated into all
aspects of ChildFund’s operations. ] ]

Dam bao Khung Hiéu qua Phat trién cta ChildFund duwoc két hop chét ché trong tat ca cac linh
vire hoat déng ctda ChildFund.

e Apply ChildFund Australia DRR, Emergency Response, Safety and Security and Child
Protection policies and procedures in project cycle management.

Ap dung cac chinh sach va quy trinh vé GTRRTT, Ung ph6 khén cap, An toan va An ninh, Bdo
vé Tré em cta ChildFund Australia trong quan ly chu trinh dw an.

e Provide timely advice of actual or expected changes in the project environment that
impact on the relevance of plans, timeframes or expected achievements (including
recommendations for amendments to project design) as well as any security and safety
issues.

Thuong xuyén tham van vé nhiing thay doi trén thuc té hodc nhiing thay déi dw kién trong moi
trvong dw an ma gdy anh huwdng toi cac ké hoach, khung thoi gian hodc nhing thanh qua dw
kién (bao gom cac dé xuat stra doéi cho thiét ké dw an) ciing nhuw bat ky van dé nao lién quan dén
an ninh va an toan.

e Ensure participatory approaches in all steps of the project cycle: planning,
implementation, monitoring and evaluation. )

Dam bao cac phuong phap tiep can co sw tham gia dwoc ap dung trong tat ca cac buoc cia chu
trinh dw an: 1ap ké hoach, thurc hién, giam sat va danh gia.

¢ Manage the efficiency and effectiveness of all activities to ensure maximum impact and
sustainability.

Quén ly hiéu suét va tinh hiéu qua cua tat ca cac hoat dong dé dam bao dat duoc tac déng va
tinh bén virng toi da.
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2. Capacity Building and Technical Support
Xay dwng nang lwc va Ho tro Ky thuat

Provide training to ChildFund staff, partners and volunteers in Vietham on DRR,
Emergency Response, Safety and Security and Child Protection policies and
procedures. ) ] o

Tap huan cac chinh sach va quy trinh vé GTRRTT, Ung ph6é Khan cép, An toan & An ninh va
B3o vé tré em cho nhan vién, déi tac va tinh nguyén vién cta ChildFund tai Viét Nam.

Support ChildFund staff and local partners to plan, implement and monitor Community
Based Disaster Risk Management (CBDRM) activities with a particular focus on child
protection, including the implementation of Participatory Vulnerability and Capacity
Assessments (PVCA) in all districts where ChildFund is working.

Hé tro nhan vién va déi téc dia phuong cia ChildFund trong viéc lap ké hoach, thurc hién va giam
sat cac hoat dong Quan ly Rai ro Thién tai Dyra vao Cong dong (CBDRM) vdi trong tam vé bao
vé tré em, bao gom ca viéc thuc hiép Phuwong phap Panh gia Nang I~u’c va Murc db deé bj ton
thuong c6 sw tham gia (PVCA) tai tat ca cac huyén ma ChildFund ho tro.

Promote capacity building through the facilitation of exchanges and the identification of
training opportunities within ChildFund and with partners. .

Tang cuwong viéc xay dung nang lurec théng qua t6 chire cac cude trao doi va xac dinh co hgi dao
tao trong ChildFund va v&i doi tac.

3. Monitoring and Evaluation (M&E)
Giam sat va banh gia (M&E)

Set up and ensure well-functioning community-based M&E system to monitor the
implementation and improvement of DRM project/plan. i o

Thiét I&p va dam bao hé thong Giam sét va Danh gia dwa vao cdng dong hoat dong tot dé giam
sat viéc thure hién va hoan thién cac ké hoach/ dw an QLRRTT.

Participate in M&E capacity building within ChildFund and with partners.

Tham gia vao viéc xay dung néng lwc Gidam sat va Banh gia trong ChildFund va véi déi tac.
Carry out the monitoring of DRM activities, emphasizing change in terms of quality.
Thue hién gidm sét cac hoat ddng QLRRTT, tép trung vao sw thay doéi vé chat lrong.

Develop relevant case studies based on ChildFund’s work and encourage organisational
learning around DRM matters.

X4y dung cac nghién cuiru cd lién quan dwa vao hoat dong cua ChildFund va khuyén khich sw
nhén biét trong toan té chirc vé cac van dé QLRRTT.

Keep systematic records of baseline data, statistics and up-to-date record of information
related to DRM activities.

Luwu gitk c6 hé théng céc di liéu co sé, sé liéu théng ké va céc théng tin méi nhét lién quan dén
cac hoat déng QLRRTT.

Ensure that learning is systematically incorporated to improve projects and program
cycles.

D)gm bao viéc hoc tap duoc phbi hop c6 hé théng dé cai thién céc chu trinh dw &n va chuong
trinh.

4. Financial Management & Reporting
B&o cao & Quan ly Tai chinh

Prepare or/and provide support to partners and ChildFund staffs to prepare annual or
longer-term budgets and detailed expenditure plans for all DRM activities following
specified formats, including project budgets for donor-funded activities.
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o Chuén bj hodc/va hé tro dbi tac ciing nhuw can bg cua ChildFund Iap ké hoach ngén séch nam
hodc dai han va cac ké hoach chi tiéu cu thé cho cac hoat ddng QLRRTT theo cac mau biéu quy
dinh, bao gém ngén séch dw én cho céc hoat dong duoc tai troWork closely with field staff,
project partners and ChildFund’s Program Financial Officer to control and verify all
project expenditures, and to ensure they are allocated correctly against approved
budgets. ]

Phoi hop chat ché vai cac can bo van phong vang, doi tac dw éan va Can bé Tai chinh Chuong
trinh cda ChildFund dé kiém soat va kiém tra tat ca cac muc chi tiéu cta dw an, va dam bao cac
muc chi tiéu nay dwgc phan bé chinh xac theo ngén sach da duworc duyét.

e Monitor project expenditures against the approved project budget and provide regular
budget reports in the specified format, including explanation of significant variances.
Giam sat cac muc chi tiéu caa dw an theo ngan sach dw an da duwoc duyét va thuong xuyén bao
cao vé ngén sach theo mau biéu quy dinh, bao gébm ca viéc giai trinh vé nhiing khoan chénh léch
6n.

¢ Provide timely advice to the Program Team Leader and Country Director where
significant variances in expenditure are projected against approved budgets.

Tham van kjp thoi cho Trwdng nhém Chuwong trinh va Giam doc khi cé nhitng khoan chénh léch
I6m gitra thuc té chi tiéu cua cac dw an va ngén sach duoc phé duyét.

5. Partnership establishment and maintaining

Thiét Iap va duy tri quan hé doi tdc

o Establish appropriate management structures at community level for managing and
implementing project with clear roles and responsibilities for each involved party.

X4y dung co cau quan ly phu hop tai cong dbng dé quan ly va thuc hién dw an, phan dinh ré vai
tro va trach nhiém dbi véi méi bén cé lién quan.

e Maintain close relationship with partners and government representatives for all
administrative and official requirements to ensure smooth functioning of ChildFund’s
supported DRM projects in Vietnam.

Duy tri méi quan hé chéat ché véi déi tac va dai dién cta chinh quyén trong céc yéu céu vé hanh
chinh vén phong dé dam béo van hanh tét cac dw an QLRRTT duoc ChildFund hé tro tai Viét
Nam.

o Engage in extensive, regular consultations with all project stakeholders, including
participating communities, mass organisations, government ministries and departments,
ChildFund program staff, and consultants.

Tham van thuong xuyén cung véi cac bén lién quan dén dy an, bao gém tham gia vao céng
doéng, té chirc doan thé, can bo gh/’nh phu va cac ban nganh, tinh nguyén vién dja phwong, can
bé dw an ChildFund va cac tw van vién.

o Liaise with local technical institutions to get their technical inputs for the projects as
needed.

Lién hé véi cac co quan nghién ciru chuyén nganh dia phuong dé tham véan y kién vé ky thuat
cta ho cho cac duw an khi can.

6. Organisational and Team Development
Phét trién Nh6m & Té chire
o Advise the Program Team Leader and Country Director on the development of
strategies to mainstream DRM through ChildFund Vietnam’s programs.
Tham van cho Trwdng nhoém Chuwong trinh va Giam déc vé viéc x8y dwng cac chién lwgc dinh
huwong céng tac QLRRTT théng qua cac chuwong trinh cda ChildFund Viét Nam.
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e Actively contribute to the development and promotion of ChildFund values, culture and
learning approach.
DPéng gop tich curc vao cong cudc phat trién va ndng cao céc gia tri, méi trvong vén héa ciing
nhw phuwong thire tiép can mang tinh hoc héi ctia ChildFund.

7. Relationship Building & Representation

Tw cdch dai dién va Xay dwng méi quan hé

o Participate in the network relevant to ChildFund’s DRM activities.

Tham gia vao mang Iwéi lam viéc lién quan dén céc hoat déng QLRRTT cua ChildFund.

o Participate in external workshops, ChildFund International working groups and other
meetings relevant to the administration area.

Tham gia cac hoi thdo bén ngoai té chirc, cac nhém lam viéc cua ChildFund Quéc té va céc cudc
hop lién quan t&i linh viee quan tri hanh chinh.

e Establish appropriate information-sharing relationships with staff in similar positions
within other INGOs, government agencies and academic institutions in Vietham and
internationally.

Thiét Iap mbi quan hé trao déi théng tin thich hop véi céc can b lam cung vi tri twong tw tai cac
t6 chure phi chinh phd, vién nghién ctru va cac co quan nha nuéc khéc tai Viét Nam va quéc té.
¢ Maintain a close relationship with the DRR Senior Advisor at ChildFund Australia in
Sydney and his/her counterparts in other ChildFund Countries to share learning and
support Alliance-wide initiatives. o o
Duy tri mét moi quan hé chat ché voi cac Co6 van cao cap vé GTRRTT cta ChildFund Australia
tai Sydney va dong nghiép cung vj tri & cac Van phong Quoc gia khac cda ChildFund dé chia sé
cac bai hoc va ho trg sang kién caa toan lién minh.

WORKING CONDITIONS
PIEU KIEN LAM VIEC

This is a Hanoi based, full-time position with frequent travelling to ChildFund’s program areas in
Vietnam (approx. 50 percent of time in field).

Day la vj tri lam viéc chuyén trach tai Ha Noi, cong viéc doi héi thuwong xuyén phai di lai gitka cac vung du
an cta ChildFund tai Viét Nam (xép xi 50% thoi gian lam viéc tai cac vung dw an).

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

Ung vién dworc Iia chon sé ky hop dbng c6 thoi han 3 ndm. Luong théa thuan dwa trén kinh nghiém,
néng luc cla trng vién va chinh sach lrong ctia ChildFund.

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

Céc quyén loi duoc huéng ciing nhw céc diéu kién lam viéc khac duoc qui dinh ré trong cubn Cam nang
Hoat déng va,quy trinh Bénh gia Két qua thuc thi cong viéc (PDR) ctia ChildFund.
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PERSONAL QUALITIES, QUALIFICATIONS & EXPERIENCE
YEU CAU VE PHAM CHAT, TRINH DO VA KINH NGHIEM

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

Knowledge

Kién thirc

Understanding of basic accounting, proven experience of establishing and E
managing budgets, and information systems. )

Hiéu vé ké toan co ban, c6 kinh nghiém duoc kiém ching ve xay dung va quan ly

ngéan sach va hé thong théng tin.

Skills

Ky nang

Excellent written and spoken English. E
Ky néng ndi va viét tiéng Anh tot.

Flexible, effective team work and interpersonal skills. E
Ky nédng lam viéc v&i nguoi khac va lam viéc nhom hiéu qua, linh hoat.

Excellent communication skills, and an ability to relate to people of all E
backgrounds, presenting information in an effective manner, both written and
verbally. o )

Ky nang giao tiép tot va co kha nang lam viéc voi con nguwoi @ moi trinh do, truyén dat
théng tin hiéu qua ca vé ndi va viét.

Computer literacy and experience with computerised information (including E

spreadsheets, databases), familiar with software packages under Windows

and E-mail.

C6 ky ndng va kinh nghiém xt ly thong tin trén may tinh (bao gém st dung bang tinh

va co s& di liéu), str dung thanh thao E-mail va céc phédn mém cda Windows.

Good facilitation and organisational skills. E
Ky néng diéu phéi va té chirc tét.

Experience
Kinh nghiém

At least 2 years relevant experience working with INGO DRM area. ) E
Co it nhat 2 nam kinh nghié,m lam viéc lién quan dén linh viec QLRRTT vdi cac to
chtrc Phi chinh phu Qubc té.

Field experience and demonstrated skills in DRM sectors. E
Co kinh nghiém thuc dia va ky nang trong cac van dé QLRRTT;
Basic understanding and experience of Child Protection, particularly in E

humanitarian context.

C6 kinh nghiém va hiéu biét co bén vé Bao vé tré em, déc biét la trong bbi cdnh céc

hoat ddng nhén dao.

Effective communication with internal and external customers, partners, E
auditors.

Giao tiép hiéu qua vdi cac khéch hang néi bo va bén ngoai té chirc, cac déi tac va

kiém toan.
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Previous experience in project/program activity of a development and/or
international organisation.

Co kinh nghiém trong cac hoat déng dw an/chwong trinh tai t6 chire phat trién
va/hodc quéc té.

Management and coordination experience.

C6 kinh nghiém quén ly va diéu phdi.

Experience working with children/youth.

C6 kinh nghiém lam viéc vé&i tré em/thanh thiéu nién

Abilities/Qualities
Nang lwc/Pham chat

A self starter with a high degree of initiative.

La nguwoi cht dong véi nhiéu sang kién.

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

C6 kha nang quén Iy nhiéu cong viéc, lam viéc theo thoi han dé ra, co t6 chirc va hé
thong.

Ability to build strong working relationships, internal and external to the
organisation.

C6 kha nang xay dung cac méi quan hé virng manh trong céng viéc, bén trong va
bén ngoai tb chire.

Creative, forward thinker and excellent team player. )

Co suy nghi sdng tao, hudng vé phia trirde va lam viéc nhém tot.

Careful, accountable, responsible and punctual.

Cén than, c6 kha nang gidi trinh, ¢é trach nhiém va ding gio.

Quick learner who focuses on high productivity and results.

La nguwoi tiép thu nhanh luén tap trung két qua va néng suat lam viéc cao.

Attitudes
Thai dé

Willing and able to undertake work-related travel

S&n sang va c6 kha ndng dam nhiém céc chuyén di cong tac lién quan dén céng viéc
Commitment to the aims of ChildFund

Cam két v&i cac muc tiéu cha ChildFund

Discreet and respectful of confidentiality

Thén trong va tén trong sw bdo mét.

Qualifications

Trinh dé

University degree or equivalent Development education or related field
experience

Tét nghiép dai hoc hodc c6 trinh dé tuong duong vé Phét trién hodc c6 kinh nghiém
thue dja trong linh vire co lién quan.

Postgraduate or equivalent is preferred

Uu tién bang sau dai hoc hodc cac bang twong duong

Job Description
Ban mé ta céng viéc

D
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