Norwegian People’s Aid
Vietnam

JOB VACANCY ANNOUNCEMENT
THONG BAO TUYEN DUNG

Norwegian People's Aid (NPA) is an Oslo-based Humanitarian organization working in the field of
Mine Action. We have operated in Vietnam since 2007 with a Representative office and projects in
Hanoi, Hue, Quang Tri, Quang Binh, and Kon Tum. We are seeking qualified, enthusiastic,
experienced Vietnamese applicants for a full-time Admin officer (AO) working in Thua Thien Hue
province.

T6 chirc Vién tro Nhén dén Nauy (NPA) ld mét té chirc nhén dao hoat déng trong linh vure Khdc phuc
Bom min ¢6 tru sé tai Oslo. Chung téi hoat déng tai Viét Nam ttr ndm 2007 vdi Vidn phong dai dién tai
Ha Néi va cdc cde dw dn tai Hué, Quang Tri, Qudng Binh va Kon Tum. Chung téi dang tim kiém cdc trng
vién c6 ndng lurc, nhiét tinh, co kinh nghiém cho vi tri Can bé hanh chinh (AO) toan thoi gian lam viéc
tai tinh Thira Thién Hué.

Main function/ Chirc ndng chinh:

e The Admin Officer shall assist the Provincial Program Manager (PPM) and/or Provincial
Operations Manager (POM) with all administrative tasks related to operations and HR Admin
supports.

Cdn bé Hanh chinh sé hé trg Qudn ly Chuong trinh tinh (PPM) va/hodic Qudn ly Hoat déng tinh
(POM) tdit ca cdc céng viéc hanh chinh lién quan dén hoat déng va cdc nhiém vu vé Hanh chinh
nhdn su.

e The Admin Officer is responsible for tasks directed by the PPM/POM/ Human Resource Admin
Manager (HRAM).
Cdn bé Hanh chinh Hoat déng chiju trdch nhiém thuc hién cdc nhiém vu do PPM/POM/ Quan
ly Hanh chinh Nhén sw (HRAM) chi dao.

Responsibilities/ Cac trach nhiém

> Operations Admin Tasks / Trdch nhiém vé Hanh chinh Hoat déng

e Assist the PPM/POM in administrative work (drafting reports, documents, task order
preparation, meeting/training organization, and meeting minute taking..) related to
operations and HR-Admin procedures of the project.
Hb trg PPM/POM cdc céng viéc hanh chinh (chuén bj bdo cdo, tai liéu, céng vdn, té chirc
hop/tép hudn, viét bién ban cudc hop ...) lién quan dén hoat déng va cdc thu tuc hanh chinh
nhdn sy tai dw an.

> Interpretation/Translation Tasks / Nhiém vu vé Bién/phién dich

e Accompany NPA’s international staff on operational field visits and meetings/workshops, as
assigned.
Di cling vdi cdc chuyén gia ngudi nurdc ngodi ciia NPA trong cdc chuyén thdm hién trudng hoat
déng va cdc cudc hop/ héi thdo theo su phdn céng.

e Provide interpretation during training courses, meetings, and workshops when required.
Phién dich tai cdc khda tép huén, cuée hop va héi théo khi dugc yéu cau.

> HR-Administrative Tasks / Nhiém vu vé Hanh chinh — nhén sw

e Assist PPM/HRAM in all Administrative and Operational support, ensure of performance of
assigned tasks, procedures of NPA Hue office is in line with all current legislations of Vietnam
and NPA policies and procedures.
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Hb tro PPM/HRAM trong tét cd cdc nhiém vu Hanh chinh va Hoat déng, dém bdo thuec hién tét
cdc cbng tdc Hanh chinh va hé tro Hoat déng tai vin phong dw dn Hué dung theo cdc quy dinh
phdp ludgt Viét Nam va chinh sdch, thu tuc cua NPA.

Communications Tasks / Nhiém vu vé Truyén théng

Assist PPM in drafting news/stories/articles to be posted on NPA Vietnam’s social media
channels when required

Hb trg PPM soan thdo cdc tin tirc/cdu chuyén/bai viét ddng trén cdc kénh phwong tién truyén
théng mang xd héi cua NPA Viét Nam khi dwoc yéu cau.

Others / Cdc nhiém vu khdc

Any other lawful tasks or duties assigned by PPM, OM/TFM in Hue or in other locations where
NPA’s activities are deployed.

Bét ki nhiém vu hodic céng viéc hop phdp khdc theo suw phdn céng cua PPM, OM/TFM tai Hué
hodic noi khdc c6 cdc hoat déng cua NPA.

Required qualifications — experience:
Yéu cdu bdng cdp:

Bachelor of English or other major with fluent English speaking/writing skills

Bdng Clr nhén Ngén ngi¥ tiéng Anh hodc chuyén nganh khdc vdi kjj ndng néi/viét Tiéng Anh
thanh thago.

Experience working as interpreter/translator/admin with foreign organizations for at least 2
years

Cé it nhét 02 ndm kinh nghiém trong linh vure bién/phién dich/hdanh chinh tai cdc té chire nwée
ngoai.

Having B2 driving license or higher with good driving experiences is an advantage.

C6 bang Idi xe hang B2 trd 1én va kinh nghiém Idi xe tét o mot lgi thé.

Possess good analytical, Interpersonal, Communication Skills

Ky ndng phdn tich, twong tdc va giao tiép tét

Good time management and organizational skills

Ky ndng té chire va quén ly thoi gian tét.

Proven ability to work in a team and as individual effectively

C6 kha ndng lam viéc theo nhém va lam viéc déc Iap mét cdach hiéu qua.

Able to work under stress to meet tight deadlines and handling multiple tasks

C6 thé lam viéc duwdi dp lwe cao dé ddp trng han chét gdp rut va xi ly nhiéu nhiém vu.

Good knowledge in IT and MS Office applications

C6 hiéu biét tét vé IT va trinh ng dung MS Office.

By submission of the job application files to NPA, the candidate agrees to Norwegian People's
Aid (NPA) in Vietnam and its’ projects to collect, archive and process personal data of the
candidate for purpose of recruitment, personnel reports in Vietnam and/ or abroad including but
not limited to the following information:

Bdng viéc gi¥i ho so’ trng tuyén cho té chirc NPA, irng vién dong y cho té chi'c Norwegian People’s
Aid (NPA) tai Viét Nam va dw dn lién quan thu thép, lwu giir va xir ly di¥ liéu ca nhén cua trng vién
phuc vu cho muc dich tuyén dung, bdo cdo nhén sw trong va ngodi nwdé’c bao gém nhwng khéng
gioi han cdc théng tin sau:

1. All information contained in the job application file that the candidate has submitted to
NPA.
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Cdc théng tin cé trong b ho so rng vién déd ndp cho NPA dé xin trng tuyén viéc lam.

2. Other supplemented information when being required during the recruitment process
Cdc théng tin khdc khi duoc yéu cbu bé sung tai tirng thdi diém trong quy trinh tuyén dung.

3. Be solely responsible for obtaining the consent/permission of provided referee’s personal
information which is contacted for reference (if required) in according to NPA recruitment
process.

Hodn todn chju trdch nhiém vé viéc cé duworc s déng y/cho phép déi vdi théng tin cd nhén
cua nguoi duoc lién hé dé tham chiéu (néu duoc yéu cbu) theo quy trinh tuyén dung cia
NPA;

At any time, you can inform us of your decision to withdraw your consent for the continued use,
disclosure, storage, and/or processing of your personal data for any of the purposes outlined above
in written form to: Norwegian People's Aid (NPA) in Vietham, Room 401-403, building B5, Van
Phuc Diplomatic Compound, 298 Kim Ma, Ba Dinh, Hanoi.

Bét ky luc nao ban déu cé thé théng bdo viéc rut lai sw déng y cua minh déi vdi viéc tiép tuc st
dung, tiét 16, lwu triv va / hodc xi ly D liéu cd nhén cda ban cho bat ky muc dich ndo nhw dé néu ¢
trén bdng cdch lién hé vdi ching téi bang vdn bén gui tdi:

VPDD Té chirc Norwegian People's Aid (NPA) tai Viét Nam, Phong 401-403, nha B5, Khu Ngoai
Giao doan Van Phuc, 298 Kim Md, Ba Pinh, Ha Noi.

Interested candidates are requested to submit a CV, a cover letter (in English) to express why you
are fit for the post and NPA, copies of related degrees/ certificates and 03 references to NPA via e-
mail address recruitment.vn@npaid.org or directly at NPA Hue office, address: N12, Au Lac Street,
An Dong ward, Hue city, Thua Thien Hue Province.

Cdc trng vién vui long giri hé so gdm CV, thu xin viéc (bdng tiéng Anh) trinh bay ly do tai sao ban
thich hop vdi vi tri nay tai NPA, bdn sao béng cép/cdc chirng chi lién quan va 03 ngudi tham khédo
(NPA c6 thé lién hé dé dwoc cung cép théng tin vé wng vién) qua dia chi email
recruitment.vn@npaid.org hodc gwti dén vin phong Dw dn NPA Hué tai dja chi: Nha N12, dwéorng
Au Lac, phuwo'ng An Péng, thanh phé Hué, tinh Thira Thién Hué.

Please indicate clearly the POSITION you are applying for (AO) in your email subject.

The employment commencing date is expected from September 2024.

NPA Vietnam does not require any recruitment fees from applicants. Any findings for such financial requests
can be reported directly to NPA Vietnam Management via email linhd@npaid.org.

Women are encouraged to apply.

Only short-listed candidates will be notified.

Vui 1dng ghi ré VI TRI trng tuyén (AO) trong tiéu dé email.

Ngay bt dau lam viéc duw kién tir thdng 9 ndm 2024.

NPA Viét Nam khéng thu bét cir khodn phi tuyén dung ndo. Moi phdt hién vé bét ky khodn thu lién
quan, cé thé phén dnh tryc tiép tdi Ban Ldnh dao NPA Viét Nam théng qua email
linhd@npaid.org.

Khuyén khich &rng vién ni¥ tham gia trng tuyén.

Chung téi chi lién hé vdi trng vién dwoc lwa chon vdo vong so tuyén.
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The closing date for applications is at 5pm on 28 July 2024 or may be earlier if we have qualified
candidates for our recruitment requirement./.

Han cubi nhén ho so la vao 17h00 ngdy 28/07/2024 hodc cé thé sém hon néu ching téi dé cé du
ng vién phi hop vdi yéu cbu tuyén dung./.
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