SAVE THE CHILDREN INTERNATIONAL @ Save the Children
ROLE PROFILE

TITLE: Learn Program Intern

TEAM/PROGRAMME: Learn Prog LOCATION: Hanoi

GRADE: N/A CONTRACT LENGTH: 6 months

CHILD SAFEGUARDING: (select only one)

Level 1: the post holder will not have contact with children and/or young people, or
access to personal data about children or young people, as part of their work; therefore
a police check will not be mandatory for this post unless the content of the post
changes, in which case the Child Safeguarding level should be reviewed.

ROLE PURPOSE:

In collaboration with Learn program team members (Project Managers/ Project
Coordinators/ Project Officers), to process project/ program logistics and admin works.
Make sure these works done timely and with good quality, following organisation’s
rules, regulations, policies and procedures, to contribute to success of projects.

SCOPE OF ROLE:

Reports to: Program Manager

Staff reporting to this post: None

Role Dimensions: Learn program, other programs, functions within SCI Vietham
Country Office. Contact persons at project partners.

KEY AREAS OF ACCOUNTABILITY :

e Work with projects team to prepare logistics for travel, trainings, workshop.
Tasks include works on Prosave system, from raising Procurement Request
until end of process (invoicing).

o Work with project teams to process administrative tasks: Scanning, printing,
sending letter/ documents internally and externally to partners. Ensure all letter/
documents reach to end-receivers and inform projects teams any follow-up
action needed.

e Translating documents when required

o Assist project teams to entry beneficiaries data from hard-copy to excel files.

o Other tasks will be assigned as needed, based on availability.

BEHAVIOURS (Values in Practice)
Accountability:
¢ Holds self accountable for making decisions, managing resources efficiently,
achieving and role modelling Save the Children values
e Holds the team and partners accountable to deliver on their responsibilities -
giving them the freedom to deliver in the best way they see fit, providing the
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necessary development to improve performance and applying appropriate
consequences when results are not achieved.

Ambition:

e Sets ambitious and challenging goals for themselves and their team, takes
responsibility for their own personal development and encourages their team to
do the same

e Widely shares their personal vision for Save the Children, engages and
motivates others

e Future orientated, thinks strategically and on a global scale.

Collaboration:

e Builds and maintains effective relationships, with their team, colleagues,
Members and external partners and supporters

e Values diversity, sees it as a source of competitive strength

e Approachable, good listener, easy to talk to.

Creativity:
e Develops and encourages new and innovative solutions
e Willing to take disciplined risks.

Integrity:
e Honest, encourages openness and transparency; demonstrates highest levels of
integrity

QUALIFICATIONS
e University degree in management, education, administration, accounting, finance or
related field

EXPERIENCE AND SKILLS
Essential
e Good spoken and written English language skills

e Computer literate (Microsoft Word and Excel are required)

e Getting familiar with program management in an international organization is a plus
e Ability to learn quickly and respond to multiple demands

e Effective communication skills

e Good planning and organizational skills

Additional job responsibilities

The duties and responsibilities as set out above are not exhaustive and the role holder
may be required to carry out additional duties within reasonableness of their level of
skills and experience.

Equal Opportunities
The role holder is required to carry out the duties in accordance with the SCI Equal
Opportunities and Diversity policies and procedures.

Child Safeguarding:
We need to keep children safe so our selection process, which includes rigorous
background checks, reflects our commitment to the protection of children from abuse.
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Health and Safety
The role holder is required to carry out the duties in accordance with SCI Health and
Safety policies and procedures.
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