Terms of Reference — Finance & HR Manager
Clinton Health Access Initiative, Vietnam

Position: Finance & HR Manager

Work place: Hanoi

Length of position: One year, extendable based on performance and funding
Reports to: Associate Director, Finance and Operations

About CHAI

The Clinton Health Access Initiative, Inc. (CHAI) is a global health organization committed to our
mission of saving lives and reducing the burden of disease in low-and middle-income countries. We
work at the invitation of governments to support them and the private sector to create and sustain
high-quality health systems.

CHAI was founded in 2002 in response to the HIV/AIDS epidemic with the goal of dramatically
reducing the price of life-saving drugs and increasing access to these medicines in the countries with
the highest burden of the disease. Over the following two decades, CHAI has expanded its focus.
Today, along with HIV, we work in conjunction with our partners to prevent and treat infectious
diseases such as COVID-19, malaria, tuberculosis, and hepatitis. Our work has also expanded into
cancer, diabetes, hypertension, and other non-communicable diseases, and we work to accelerate
the rollout of lifesaving vaccines, reduce maternal and child mortality, combat chronic malnutrition,
and increase access to assistive technology. We are investing in horizontal approaches to strengthen
health systems through programs in human resources for health, digital health, and health financing.
With each new and innovative program, our strategy is grounded in maximizing sustainable impact at
scale, ensuring that governments lead the solutions, that programs are designed to scale nationally,
and learnings are shared globally.

At CHAI, our people are our greatest asset, and none of this work would be possible without their
talent, time, dedication and passion for our mission and values. We are a highly diverse team of
enthusiastic individuals across 40 countries with a broad range of skillsets and life experiences. CHAI
is deeply grounded in the countries we work in, with majority of our staff based in program countries.
Learn more about our exciting work: http://www.clintonhealthaccess.org

Main Responsibilities

Oversee and ensure execution of all responsibilities related to financial & HR management, including
reviewing financial reports, overseeing expenses in the financial system, processing salary, benefits,
taxes, compulsory insurance, and other expenses, recruiting and registering staff, maintaining the
office registration, and preparing reports to government.

General

e Oversee finance/administrative staff

e Provide the leadership on financial planning, budgeting & country resource allocation working
closely with the Associate Director and Country Director

e Manage the quality implementation of all routine financial functions on time, including
QuickBooks entries, monthly financial closing, monthly expenditure reports, budget forecasts,
grant tracking, financial documentation, advances tracking and settlement, payroll and
benefits processing, and tax payments and documentation

Legal, compliance & risk management
e Support in preparing for audits
e Support compliance with donor financial reporting requirements


http://www.clintonhealthaccess.org/

Support compliance with existing financial policies and procedures and update those policies
as needed based on audit reports or best practices in coordination with finance team in Boston
Monitor the finance manual against audit comments, best practice etc. and recommend
changes to the controller where appropriate, to promote effectiveness.

Ensure follow-up with audit observations in the region

Conduct spot checks in the main office to ensure financial compliance and that internal
controls are working

Raise awareness of the finance & HR team, Associate Director and Country Director on areas
of risk or concern

Promote professional development amongst finance team through coaching and mentoring

Qualifications

Bachelor’s degree in Finance, Accounting, Business Administration or HR
Post-qualification management experience in a managerial accounting or HR role
Excellent knowledge of Microsoft Excel and Word

High level of integrity and dependability with leadership qualities

Proactive and responsive to urgent needs of the country teams

Self-motivated and firm in providing opinion to support effective decision making
Highly developed analytical and problem solving skills

Excellent interpersonal and communication skills

Ability to influence senior managers and peers over a wide range of issues

The ability to work in a multi-cultural environment

Experience in training and staff development

Proficiency in both spoken and written English

Advantages

Master’s degree in a related area or recognized accounting professional qualification (e.g.
CA/CPA)

Knowledge of QuickBooks and Unit 4/Agresso

Experience in managing donors funds and executing their financial reporting requirements

A one-page cover letter should specify the position sought and highlight why the candidate believes
they are the right person for the position. A CV detailing professional experience, relevant
qualifications and three reference contacts should be provided. Interested candidates should send
materials to vietnamjobs@clintonhealthaccess.org. Indicate position sought in the subject line.
Applications will be reviewed as they arrive, but must be received by 20 April 2023. Only shortlisted
candidates will be invited for interview.



M6 ta cong viéc — Quan ly Tai chinh — Nhan sy
T8 chirc Clinton Health Access Initiative tai Viét Nam

Vi tri: Quan ly Tai chinh — Nhan sy

No'i lam viéc: Ha Noi

Thé&i han: 1 ndm, c6 thé gia han tuy thudc vao nang luc lam viéc va ngan sach
Bao cdo: Pho Gidm déc Diéu hanh — Tai chinh

Téng quan vé CHAI

Sang kién Tiép can Y té Clinton (CHAI) 13 mot td chirc y té toan cau cam két thyc hién sir ménh
clru ngudi va gidm ganh ndng bénh tat & cac qudc gia c6 thu nhap thap va trung binh. Ching téi
lam viéc theo 161 m&i clia cac chinh phi dé ho trg ho va khu vuc tw nhan nham tao ra va duy tri
céc hé thdng y té chat lwong cao.

CHAI duoc thanh 1ap vao ndm 2002 dé ddi phé véi dai dich HIV/AIDS véi muc tiéu lam giam déng
ké gid thudc dé ciru mang séng va ting kha nang ti€p can céc loai thudc nay & cdc quéc gia cé
ganh nang bénh tat cao nhat. Trong hai thap ky sau d6, CHAI d3 md réng trong tdm cda minh.
Ngay nay, cung vdi HIV, ching t6i hgp tdc vadi cac déi tac cla minh dé ngan nglra va diéu trj cac
bénh truyén nhiém nhw COVID-19, s6t rét, lao va viém gan. Cong viéc clia chung téi cling d3 m&
rong sang bénh ung thu, tiéu duwong, cao huyét ap va cac bénh khong 1ay nhiém khac, dong thoi
ching toi né lwc ddy nhanh viéc trién khai cac loai vac xin cru sinh, gidm ty & t& vong & ba me va
tré em, chdéng suy dinh dudng man tinh va ting kha ning ti€p can vdi cac cong nghé hd tro.
Chung t6i dang dAu tw vao cac phuong phdp ti€p cin theo chiéu ngang dé tang cwdng hé théng
y t& thdng qua cac chwong trinh vé ngudn nhan lycy té, y t& k§ thuat s va tai chinh y t&. V&i moi
chuong trinh sdng tao va d6i mdi, chién lwvgc cha ching t6i dya trén co s& téi da hoa tac dong
bén vitng trén quy md I&n, ddm bao rang cac chinh ph dan dau cac giai phap, cac chwong trinh
duoc thiét ké trén pham vi toan quéc va céc bai hoc dugc chia sé trén toan cau.

Tai CHAI, con nguwdi |3 tai san |&n nhat va khong cé cdng viéc ndo trong s nay co thé thyc hién
duoc néu khdng cd tai nang, thoi gian, su cong hién va niém dam mé cla ho doi véi st ménh va
gia tri cia chung téi. Ching tdi la mét nhdm rat da dang bao gdm cac cd nhan nhiét huyét dén twr
40 qudc gia vdi nhiéu k§ ndng va trai nghiém trong cudc séng. CHAI cé nén tang vitng chac tai cac
qudc gia ma chung téi lam viéc, véi da sé cac nhan vién cla ching toi lam viéc tai cac qudc gia co
trién khai chuong trinh. Tim hiéu thém vé céng viéc thu vij cla ching téi tai:
http://www.clintonhealthaccess.org

Nhiém vu chinh

Téng quat va dam bao thuc hién cdc nhiém vu lién quan dén quan ly tai chinh, bao gdbm xem xét
céc bdo cdo tai chinh, gidm sat cac chi phi trong hé théng tai chinh, tién lwong, phuc lgi, thué, bao
hiém bat budc va cac chi phi khac, tuyén dung va dang ky nhan vién, duy tri hoat ddng vin phong
va chuan bj cac bdo cdo cho co quan nha nudc.

Téng quan

e Quan ly nhan sy tai chinh/hanh chinh

e Quan ly viéc 13p k& hoach tai chinh, ngan sach va phan bé ngudn luc quéc gia trén co s&
phdi hop chit ché véi Phd Gidm ddc va Gidm déc Qubc gia

e Chju trach nhiém vé chat lugng, tién do thuc hién cac cong viéc tai chinh thudng quy,
bao gébm nhap dit liéu vao phan mém ké todn QuickBooks, |4p bao cdo tai chinh va bdo cdo



chi phi hang thang, lap ngan sach du todan, theo ddi cac khoan tai trg, luu trir chirng tir tai
chinh ké todan, theo ddi va quyét todn tam (rng, thanh toan tién lwong va phuc lgi, thué va
lru trir chirng tir.

Quan ly rai ro, tinh phdp ly va tinh tuén thd

* H6 tro trong viéc chuin bj cho cac dot kiém toan

* H6 tro ddm bao tinh tuan thi theo cac yéu cau vé bao cdo tai chinh cla cac nha tai tro
* HO trg viéc tudn thu cac chinh sach va thi tuc tai chinh hién cé va cap nhat cac chinh
sach khi can dua trén cac bao cdo kiém toan hodc cac hoat dong thuc tién, cé su phdi hop
v&i nhédm tai chinh & Boston

* Xay dung, cap nhat Quy dinh Tai chinh ndi bd dwa trén cac y ki€n danh gia kiém todn,
cac hoat dong thuc tién, v.v... va dé xuat cac thay d6i d6i véi ban diéu hanh néu phu hop
nham thuc day tinh hiéu qua trong cong viéc

* DaAm bao theo sét cac dot danh giad kiém toan trong khu vyc

e Thyc hién ki€m tra tai chd tai van phong dé dam bao tinh tuan thi cta cac hoat dong tai
chinh va cac kiém sodat ndi bd hién co

* Du bdo, phat hién, bdo cdo kip thdi cho nhédm tai chinh & nhan sy, Phd Gidm déc va
Giam déc Quéc gia vé cac linh vire mang tinh rii ro hodc cac van dé can quan tam

e Nang cao kién thirc chuyén mon cho nhém tai chinh théng qua céc budi tdp huan hodc
tuw van

Yéu ciu vé ki nang va trinh dé chuyén mén
e C6 bing clr nhan vé Tai chinh, K& todn, Quan tri kinh doanh hodc Nhan sy
* C6 kinh nghiém quan ly ké todn hodc nhan sy
* C6 ky nang str dung Microsoft Excel va Word nang cao
e Chinh tryc, dang tin cdy va c6 kha nang lanh dao
e Cé tinh than chd déng va khad ndng ddp &ng céc yéu cau cap bach ciia nhdm chuong trinh
 Nang dong va kién dinh trong viéc dua ra y kién dé hd tro viéc ra quyét dinh mot cach
hiéu qua
* Ky nang phan tich va gidi quyét van dé hiéu qua
* K§ ndng giao ti€p nhém va cé nhan t6t
* C6 kha nang truyén dat y twdng dén cac nha quan ly cdp cao va déng nghiép vé céc van
dé lién quan
e Kha nang lam viéc trong moéi truong da van hoéa
e C6 kinh nghiém dao tao va phat trién nhan luc
e C6 k§ nang nai viét ti€ng Anh thanh thao

U'u tién
* C6 bang thac s vé cac linh vuc lién quan hodc cac chirng chi ké todn tai chinh dwoc cong
nhan (vi du: CA/CPA)
e C6 kinh nghiém s&r dung QuickBooks va Unit 4/Agresso
e CO kinh nghiém quan ly quy tai trg va thyc hién cdc yéu cau bao cdo tai chinh cla nha tai
tro

Ung vién can ndp mot (01) trang Thu xin viéc bang ti€ng Anh néu rd vi tri trng tuyén va ly do vi sao
(ng vién |3 ngudi thich hop cho vi tri nay va mét (01) ban so yéu li lich xin viéc (CV) bang tiéng Anh
trinh bay chi tiét cac kinh nghiém chuyén mén, cac k§ nang lién quan va théng tin cda ba (03) nguoi
tham khao/gidi thiéu. Dia chi email nhan hoé so (rng tuyén: vietnamjobs@clintonhealthaccess.org.
Dé nghj (rng vién ghi rd vi tri ng tuyén trén tiéu dé thu. HO6 so (rng tuyén s& dugc danh gia ngay
khi ching t6i nhan duwoc. Thei han ndp ho so: ngay 20/04/2023. Cac (rng vién nam trong danh
sach rat gon s& duoc lién hé dé phong van.
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