Job Specification: Provincial Operations Manager (POM)

Grade: Grade 9

Line managed by: Technical Field Manager (TFM)
Responsible for line managing: Respective Provincial Supervisors
Location: Quang Binh/ Quang Tri

MAG'’s Vision is a safe future for women, men and children affected by violence, conflict and insecurity.
People will live in communities where their rights are upheld, with dignity and choice and free from fear from mines,
explosive remnants of war (ERW) and the impact of small arms and light weapons and ammunition.

MAG’s Mission is to save lives and build safer futures. We will use our core skills and distinctive competence to
save lives through the removal of mines and ERW, and reduce the impact of small arms, light weapons and
ammunition on people and communities. How we do this is as important as what we do — we work primarily with and
for communities, for us ‘it’s all about people’.

Job Purpose:

The Provincial Operations Manager (POM) is responsible for ensuring that Standard Operating Procedures (SOPS)
and Safety Standards are maintained throughout the province. As the senior national staff member he/she is
responsible for; developing and maintaining relationship with national partners to support operations. He/she shall
also to work closely with the TFMs to improve on operational efficiency.

Job Description
General:
e He/she is fully conversant with International Mine Action Standards.
e Ensure that all technical operations are conducted safely, efficiently and in accordance with MAG Vietnam
SOPs.

e Directly carry out disposing of bombs, mines and ERWSs after clearance

e Conduct site reconnaissance and complete clearance plans in accordance the MAG prioritisation process.

e Coordinate and work closely with TFMs in planning; deployment; implementation and managing of resources

within Quang Binh/ Quang Tri Province in relation to the removal of Explosive Remnants of War (ERW).

e Ensure that supervisors monitor the recording and reporting of all Mine Action Teams (MATS); Multi Task

Teams (MTTs); Mechanical Assets to allow for the capturing of accurate information.

e Ensure that Supervisors responsible for conducting Site Assessments are making a correct assessment to
set priorities in accordance with the LWCC/MAG prioritization process; identify the threat, extent of vegetation
and the appropriate resources to deploy to the site.

Provide guidance and support to Supervisors, so doing building their capacity.

Ensuring that all technical personnel are correctly briefed, and understand their duties and responsibilities.

Participate in the recruitment of new technical staff and in the progression of existing staff.

Conduct regular Quality Assurance (QA) checks on all activities, ensuring standards are maintained and

report all breaches of SOP.

e Liaise with the QA team, TMEU and TFM’s to ensure that breaches in SOPs are addressed during refresher
training and/or remedial training if circumstances dictate.

e Ensure that teams have the appropriate equipment to enable them to carry out their operations, safely,

efficiently and effectively.

Regularly inspect teams’ equipment to ensure equipment is accounted for and serviceable.

Constantly review existing procedures and look at ways of increasing operational efficiency.

Carries out any other operational/administrative duties as directed to meet operational requirements.

May be expected to work after regular working hours as circumstances dictate.

Stand in for the TFM during leave periods and when required to do so.

Reports:

Collate and review all technical reports before submitting to the TFM.

Ensure that Site Assessments and Clearance Plans are accurate.

Verify explosives and accessories held within the military stores within the province.

Ensure that all reports generated by Supervisors which relate to safety and security are complete, accurate

and reported timeously.

Relationships:
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Maintain close cooperation with the Community Liaison Manager and support structures to ensure good
cooperation.

Represent MAG at meetings with stakeholders, partners and local authorities at the provincial, district and
commune levels, to ensure relationships are developed/ maintained as required.

Prepare and host media and press visits as necessary.

All staff are expected to undertake the following general duties:

Work within the framework of the Policy on Personal Conduct

Work within the framework of MAG’s core values, promoting its ethos and mission statement.

Work towards achieving programme and/or department business plan objectives

Ensure familiarity with and adhere to all MAG policies and procedures and keep informed of MAG activities
Undertake and apply learning from appropriate training and development programmes.

Undertake the role in a manner appropriate to the cultural context and within the local legal framework.
Understand and uphold the standards outlined in MAG’s Safeguarding Framework, acting with due care and
attention to safeguard the wellbeing of anyone that comes into contact with MAG’s work and reporting
concerns if they do arise.

This is a non-contractual document that can be varied from time to time as circumstances dictate. This job description
is intended to summarize the main duties and responsibilities of the post; this is not intended to be a full and
exhaustive list of tasks. All MAG staff are expected to demonstrate flexibility and willingness to perform appropriate
tasks when the need arises.

Some Job Descriptions may be supplemented by specific Terms of Reference

Person Specification
Essential Qualifications

EOD IMAS Level 2
Battle Area Clearance (BAC) training qualifications
Driving License B Manual Transmission

Essential Experience

At least 5 years working with MAG or other mine action organisation in a senior operations related role.
A proven track record of having effectively managed a large work force, conducting a diverse range of
activities.

Essential Skills and Knowledge
Knowledge

Ensure an in-depth understanding of the processes that need to be followed within Quang Binh/ Quang Tri
province relating to dealing with the Military; PPC; DPC; CPC and DoFA in relation to emergency EOD Spot
Tasks; Village EOD Spot Tasks; BAC for development purposes and BAC focusing on Cluster Munitions.
Demonstrate thorough knowledge of MAG Vietnam’s integrated clearance methodology and standards.
Ability to communicate in English is seen as an advantage but not a full requirement.

Good understanding of IMAS standards and Non-Technical Survey Guidelines.

Ability to effectively communicate; develop and maintain relationships with senior officials within Quang Binh/
Quang Tri Province

Effectively communicate with superiors, subordinates, other departments within MAG, External NGOs and
external Mine Action operators within Quang Binh/ Quang Tri province.

Ability to coordinate and plan clearance activities.

By signing this document, | agree to undertake the above duties on behalf of MAG.

Post holder name Post holder signature Date

Accepted and Approved by Line Manager on behalf of MAG

Line manager name Line manager signature Date
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Ban mo ta cong viéc: Quan ly Hoat déng Tinh truwc tiép xir ly bom,
min, vat liéu ndé (POM)

Bac lwong: Bac 9

Nguwoi quan ly trwe tiép: Quan ly Ky thuat Hién truéng truc tiép xt ly bom, min, vat
liéu né (TFM)

Nhan vién bao cao truc tiép: Cac giam sat trong dia ban tinh

Dja diém lam viéc: Quang Tri/ Quang Binh

Tam nhin ctia MAG la mét twong lai an toan cho phu niv, nam gi&i va tré em bj anh hwéng béi bao lwc, xung
dot va bat 6n an ninh. Moi ngwdi sbng trong cac cong ddng noi ma quyén loi ctia ho dwoc bdo vé, noi ho dwoc
tén trong va co quyén lwa chon, noi khéng con ndi so hdi bom min, vat nd con sét lai sau chién tranh, va khéng chju
s tdc dong cua cac loai v khi hang nhe va dan dwoc khac.

St ménh ctia MAG la giir gin sw séng va xay dwng twong lai an toan hon. Chung t6i sé st dung cac ky néng
cbt 16i va nang luc ndi trdi clia minh dé gitr gin sw sdng théng qua viéc thao g& bom min, vat nd con sét lai sau chién
tranh, déng thoi giam thiéu tac dong cla cac loai vii khi hang nhe va dan dwoc khac dbi véi con ngudi va cong
ddng. Cach thirc ching téi thwe hién cling quan trong nhw nhirng gi ching téi lam — wu tién clGa ching toi la lam viéc
véi cong dbng va vi cong ddng, véi ching t6i 'con ngwdi |4 trén hét’

Muc tiéu céng viéc: Quan ly Hoat dong Tinh trwc tiép xt ly bom, min, vat liéu nd (POM) chiju trach nhiém dam bao
Quy trinh hoat ddng chudn va Tiéu chuan An toan dwoc duy tri thwe hién trong toan bo chwong trinh hoat dong tai
tinh. Trén cwong vi la Quan ly cap cao trong nwéc, Quan ly Hoat dong tinh chiu trach nhiém xay dwng va duy tri méi
quan hé véi cac dbi tac nha nwéc dé tao diéu kién thuan loi cho hoat dong clia MAG. Bdng théi, Quan ly Hoat dong
Tinh cling phdi hop chat ché véi cac Quan ly Ky thuat hién trwéng dé nang cao hiéu suét hoat dong hién trwéong.
M6 ta cong viéc

Téng quan:

e Am hiéu hoan toan cac Tiéu chuin Hanh dong Bom minh Quéc té

e Dam bdo tat ca cac hoat dong ky thuat dwoc tién hanh an toan, hiéu qua va tuan tha Quy trinh Hoat déng chuan
ctia MAG Viét Nam.

o Trwec tiép thwc hién nhiém vu xtr ly bom min vat liéu né sau ra pha;

e Tién hanh kh&o sat hién trwong va hoan thién ké hoach ra pha tuan tha theo ding trinh tw wu tién cia MAG.

e Phdi hop va lam viéc chat ché véi Quan ly Ky thuat hién trwdng trong viéc 1ap ké hoach, trién khai, thwc hién va
quan ly cac ngudn lyc lién quan dén hoat ddng ra pha cac vat liéu nd sét lai sau Chién tranh

e Dam bao cac can bd Giam sat theo ddi viéc ghi chép va bao cdo chinh xac tat cd cac nhiém vu ma cac doi Ra
pha bom min (MAT), Da nhiém vu (MTT), Hb tro ra pha (CST) va cac Doi may co gidi thwe hién.

e Dam bao cac Giam sat chju trach nhiém thwc hién Banh gia hién trwdng mot cach chinh xac dé xac dinh wu tién
phu hop véi trinh tw wu tién cta Trung tam Diéu phdi Khac phuc hau qué chién tranh tinh Quang Tri / MAG; xac
dinh mirc dd nguy hiém, tinh trang cay cbi trén hién trwng va cac ngudn luc can thiét dé trién khai hoat déng
ra pha tai hién treong.

e Huwéng dan va hd tro cac Giam sat dé tang cudng xay dwng nang lwc cho cac vi tri nay;

e Dam bao toan bd nhan vién ky thuat dwoc thong bao day dd va hidu dwoc nhiém vu va trach nhiém cta ho;

e Tham gia vao cdng tac tuyén dung nhan vién ky thuat maéi va dao tao phat trién ddi ngii nhan vién giau kinh
nghiém.

e Thuc hién kiém tra Dam bao chat lwong thwdng xuyén vé moi mét hoat dong, ddm bao céc tiéu chudn dwoc
duy tri thwe hién va bao cdo vi pham trong viéc thwe hién Quy trinh hoat déng chuan (QTHDC);

e Phdi hop véi ddi Quan ly chat lwong va Quan ly ki thuat hién trwong dé& dam béo cac vi pham trong viéc thuc
hién QTHDC duworc gidi quyét trong qué trinh tap huan bdi dwéng va/ hoac tap huén khac phuc I16i néu tinh trang
nay xay ra;

e Dam bao tit ca cac ddi co day du trang thiét bi dé thwec hién cong viéc an toan, hiéu qua va dat hiéu suét;

e Thwong xuyén kiém tra trang thiét bi clia cac ddi d& dam bao trang thiét bi day dd, hoat ddng binh thwdng va
dwoc str dung ding muc dich;

e Khoéng nglrng danh gia cac quy trinh hoat déng hién tai va nghién ciru cac sang kién tang hiéu suat hoat déng;

e Thuwc hién cac cong viéc lién quan dén hoat ddong/hanh chinh khac theo chi dao dé dam bao cac yéu ciu hoat
dong.

e Co6thé dwoc yéu cau lam viéc ngoai gid hanh chinh khi can.

e Thay thé tam thdi Quan ly K§ thuat Hién trwdng (TFM) trong thdi gian TFM nghi phép va khi can thiét.

Béo cao:

e Tbng hop va xem xét tat ca cac bao cao ky thuat trwde khi trinh 1én Quan ly Ky thuat Hién trwdng;

e Dam bao Danh gia hién trwdng va Ké hoach ra pha chinh xac;




e Kiém tra thuéc nd va cac phu kién dwoc cét gitr tai cac kho quan sw trén dia ban tinh.

e Dam bao tt ca cac bao cdo duwoc thye hién béi cac Giam sat lién quan dén an toan va an ninh déu day da,
chinh xac va dwogc bao cao dung théi han.

Céac mbi quan hé:

e Duy tri phéi hop chét ché véi Quan ly Lién lac cdng ddng va hé tro cac bd phan dé dam bao hoat ddng hiéu
qua;

e Daidién cho MAG trong cac cudc hop véi cac déi tac, cac bén lién quan, cac co quan chirc ndng dia phwong
cac cap x&, huyén va tinh khi c6 yéu cau d& ddm bao cac mébi quan hé dwoc xay dwng va duy tri;

e Chuan bj va tiép don cac co quan bao chi va truyén théng khi can.

Toan nhan vién c6 nghia vu thwc hién cac nhiém vu chung sau day:

e Lam viéc trong khudn khd Chinh sach vé 'ng x&r C4 nhan

e Lam viéc trong khudn khé céac gia tri cbt 16i ciia MAG, quéng ba gia tri va sir ménh ctia MAG.

e Lam viéc vi muc tiéu ké& hoach chién lwgc clia bo phan va/hodc chwong trinh

e Dam bado am hiéu va tuan tha tat ca cac chinh sach va quy trinh cia MAG va ludn cap nhat cac hoat dong

cla MAG.
Tham gia hoc hai tir cac chwong trinh d&o tao va phat trién phu hop

e Thuyc hién vai tro trach nhiém sao cho phu hop véi bdi canh van hoa va trong khuén khé phap luat s& tai.

e Hiéu va tuan thi cac tiéu chuan dwoc néu trong Chinh sach Bao vé clia MAG, ludn hanh déng véi sw quan
tam cham séc cong tac bao vé phuc loi ctia bat ky ai tiép xtc véi cong viéc ctia MAG va ludn béo céo cac
méi lo ngai néu cé.

Day |4 tai liéu phi khé wéc, cé thé duwoc thay ddi qua thoi gian, tiy thudc vao bbi cadnh. Ban mé ta cdng viéc nay
nham tém tat cac nhiém vu va trach nhiém chinh cta vi tri cdng viéc; khdng phai 1a ban liét ké day du va toan dién
céc nhiém vu cbng viéc. T4t ca nhan vién MAG dwoc ky vong thé hién s linh hoat va san sang thwc hién cac nhiém
vu phu hop khi dwoc yéu cau.

Mat s6 Ban mé ta cong viéc cé thé dwoc bd sung béi Cac Diéu khodn tham chiéu cu thé

Yéu cau cu thé:

Bang cap:

e Bé&ng x&r ly bom min vat liéu nd (EOD) cép d6 2 theo tiéu chudn hanh dong bom min Quéc té IMAS;

e Chirng chi dao tao Ra khu vic chién sy

e Gidy phép lai xe bang B sb san

Kinh nghiém;

e Co it nhat 5 ndm kinh nghiém lam viéc cho MAG hodc céac t& chrc hanh ddéng bom min khac tai cac vi tri
hoat déng hién truéng cao cép lién quan.

e Co6 hd so rd rang chirfng minh nang lwc quan ly hiéu qua ngudn lwc I&n, ddm nhan nhidu cong viéc khac
nhau.

Ki ndng va Kién thirc:

e Dam bao am hiéu sau sic cac quy trinh 1am viéc véi Bd chi huy quan sy tinh, Uy ban nhan dan tinh, Uy ban
nhan dan huyén, Uy ban nhan dan xa va S& Ngoai vu tai tinh dwoc phan bb vé cac nhiém vu X& ly khan,
X0 ly diém tai thon, ra khu vwe chién sw phuc vu dy an phat trién va ra hién trwérng bom chum.

e Co kién thirc sau rong vé phwong phap ra va céc tiéu chuan hoat dong 16ng ghép ctia MAG Viét Nam

e Kha nang giao tiép bang tiéng Anh duwoc xem & mét loi thé, tuy nhién khong phai la yéu cau bét budc phai
thanh thao.

e Hiéu biét sau rong vé cac tiéu chuan IMAS va Hwéng dan vé khéo sat Phi Ky thuat.

e Co6 kha nang giao tiép hiéu qua; xay dwng va duy tri cac mdi quan hé véi cac quan chirc cip cao trong tinh
Quang Binh/ Quang Tri.

e Phdi hop hiéu qua véi cac Giam sat, nhan vién cap dudi va cac bd phan khac trong chwong trinh MAG, cac
t6 chirc phi chinh phi khac va céc td chirc Ra pha bom min khac hoat déng tai tinh Quang Binh/Quéng Tri.

e Co6 kha nang diéu phdi va lap ké hoach hoat déng ra pha.

Bang viéc ky vao van ban nay, tdi déng y dam nhan cac nhiém vu néu trén cho MAG.

Ho va tén Nhan vién Chir ky nhan vién Ngay

Can bod Quan ly truc tiép dai dién cho MAG chép thuan va phé duyét

Ho va tén Ngwoi quan ly Chir ki ngwei quan ly Ngay







