Terms of Reference — Finance & Administrative Assistant
Clinton Health Access Initiative, Vietnam

Position: Finance & Administrative Assistant

Workplace: Hanoi

Length of position: One year, extendable based on performance and funding
Reports to: Deputy Country Director

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.

CHAI’s team in Vietnam consists of a core of 18 staff in addition to staff at the regional and global levels.

Main Responsibilities

The Finance & Administrative Assistant will provide daily administrative, office operations and finance support
to the CHAI Vietnam office. The Finance Administrative Assistant will be supervised by the Deputy Country
Director and will collaborate with all staff.

e Provide support in trainings, workshops, meeting and mentoring preparation (e.g. printing materials,
logistics arrangements, etc.);

e Assist in preparing letters to partners, local government authorities and other project/program
documents upon requests;

e Assist in translation and interpretation from English to Vietnamese and vice versa;

e Arrange travel logistics for team members on business trips (e.g. air tickets, accommaodations, airport
taxis, car rentals);

e Assist in obtaining work permits, visas and resident cards for expatriate staff and visitors;

e Assist in managing the office filing system (both soft and hard correspondences, project/program
documents);

e Take notes at team meetings;

e Maintain office supplies and office maintenance;


http://www.clintonhealthaccess.org/

Support in handling some basic accounting tasks including tracking expenditures, handling petty cash
and payments, etc.

Perform other duties as requested.

Qualifications

Development, business, economics or linguistics background

Native Vietnamese speaker

Fluent in English

Computer literacy: Fluent in Word, Excel, PowerPoint, Windows, and ability to conduct internet research
Excellent oral and written communications skills

Excellent organizational skills, attention to detail, and determination to meet deadlines

Advantages

Office administration experience

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 in English to
vietnamjobs@clintonhealthaccess.org. Indicate position sought in the subject line. Applications will be

reviewed as they arrive, but must be received by 15 November 2024. Only shortlisted candidates will be invited
for interview.
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M6 ta coéng viéc — Tro ly Tai chinh - Hanh chinh
T6 chirc Clinton Health Access Initiative tai Viét Nam

Vi tri: Tro ly Tai chinh - Hanh chinh

Noi lam viéc: Ha Noi

Thei han: 1 ndm, cé thé gia han tuy thudc vao ndng lwc Iam viéc va ngan sich
Béo cdo: Phd Gidm d6c Qudc gia

Téng quan vé CHAI

T6 chire Clinton Health Access Initiative, Inc. (CHAI) 1a mét td chirc y té toan cau cam két thyc hién s&r ménh clru
ngudi va gidm ganh nang bénh tat & cac quéc gia cé thu nhap thip va trung binh. Ching t6i Iam viéc theo |
moi clia cac chinh ph dé hd tro ho va khu vue tw nhan nham tao ra va duy tri cac hé théng y té chat lwgng cao.

CHAI duoc thanh 13p vao ndm 2002 dé déi phd véi dai dich HIV/AIDS véi muc tiéu lam gidm dang ké gid thudc
dé clru mang s6ng va tang kha nang tiép can cac loai thudc nay & cac qudc gia c6 gdnh nang bénh tat cao nhat.
Trong hai thap ky sau d6, CHAI d& m& rong trong tdm cla minh. Ngay nay, cung va&i HIV, ching tbéi hop tac vai
cac d&i tdc cla minh dé ngdn nglra va diéu tri cdc bénh truyén nhiém nhu COVID-19, s6t rét, lao va viém gan.
Céng viéc cla chung téi cling d3 m& rong sang bénh ung thu, ti€u duwdng, cao huyét 4p va cac bénh khong lay
nhiém khéc, dong thoi ching t6i nd luc ddy nhanh viéc trién khai cac loai vac xin ctru sinh, gidm ty | t&r vong &
ba me va tré em, chdng suy dinh dudng man tinh va ting kha ning ti€p can vdi cac cong nghé hd trg. Chung toi
dang dau tu vao cac phuong phép tiép can theo chiéu ngang dé tang cudng hé thong y té thong qua cac chuong
trinh vé ngudn nhan lucy té€, y t& ki thuat s& va tai chinh y té. V&i mdi chwong trinh sang tao va déi mai, chién
lwge cha ching t6i dua trén co s& t8i da hda tac dong bén vitng trén quy md Ién, ddm bao rang cac chinh ph
dan dau cac giai phap, cac chuong trinh dugc thiét k& trén pham vi toan qudc va cac bai hoc dugc chia sé trén
toan cau.

Tai CHAI, con ngudi 1a tai sdn I&n nhat va khéng c6 cong viéc nao trong s6 nay co thé thuc hién dwoc néu khéng
c6 tai nang, thoi gian, sy cdng hién va niém dam mé cla ho ddi véi si ménh va gid tri cla ching t6i. Ching toi
la mdt nhdm rat da dang bao gébm cdéc ca nhan nhiét huyét dén tir 40 quéc gia v&i nhiéu k§ nang va trai nghiém
trong cudc song. CHAI cé nén tang vitng chic tai cac qudc gia ma ching toi lam viéc, véi da s6 cac nhan vién cla
ching t6i lam viéc tai cac qudc gia cé trién khai chuong trinh. Tim hiéu thém vé cdng viéc tha vi ctia chidng toi
tai: http://www.clintonhealthaccess.org.

Van phong CHAI tai Viét Nam ¢6 18 nhan su chi chét va cac chuyén gia, ¢d van dang lam viéc trong khu vuc va
trén toan cau.

Nhiém vu chinh

Tro ly Tai chinh — Hanh chinh sé& hd tro cac viéc hanh chinh, van hanh van phong va tai chinh cho vin phong CHAI
Viét Nam. Vij tri nay s& lam viéc dudi su gidm sat cla Phé Gidm d6c quéc gia va phéi hop vdi tat cd cdc nhan sy
khac.

e HO tro cdng tac td chirc cac khda tap huan, hdi nghi, cac cudc hop va gidm sat (vi du: in an tai liéu va cac
cdng viéc hau can khac);

e HO tro chuan bj cong van glri cac d6i tac, co quan nha nwdc va tai liéu cla cac chwong trinh/dy an khac
khi can;

e HO tro trong cdng tac dich thuat tir ti€ng Anh sang tiéng Viét va nguoc lai;

e Thu x&p hau can can thiét cho cdc nhan sy khi di cong tac (vi du: dat vé mdy bay, khach san, taxi san bay,
thué xe...);

e HO tro lam céc thd tuc xin gidy phép lao ddng, thi thuc va thé tam trd cho nhan vién ngudi nudc ngoai
va khach nuwdc ngoai vao Viét Nam lam viéc;

e HOtrosdp xé&p, quan ly hé théng lwu trir ho so clia van phong (thu tin ban cirng va ban mém, céc tai liéu
chuong trinh/dy an);
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Ghi chép bién ban cudc hop trong cac budi hop ndi bd;

Duy tri van phong pham va bao tri, bdo dudng co s& vat chat, thiét bi vin phong;

HO trg cdc nhiém vu tai chinh co ban nhu kiém tra cac chi phi, quan Iy tién mat va cac khoan thanh toan,
V.V...

Thuc hién cac nhiém vu khac khi can.

Yéu ciu vé ki nang va trinh dd chuyén mén

Uu tién

Cé kién thirc, kinh nghiém lién quan dén phat trién, kinh doanh, kinh té hodc ngdn ngit

La ngudi Viet Nam

Thanh thao tiéng Anh

Ki ndng may tinh tét: dac biét 1a si dung Word, Excel, PowerPoint, Windows va c6 kha nang tim kiém
thong tin trén internet

KT nang giao ti€p ndi va viét xuat sac

Ki ndng t6 chirc tét, chi y dén cac chi tiét nho va quan ly thoi gian tt dé hoan thanh céng viéc dung han

C6 kinh nghiém hanh chinh van phong

Ung vién can ndp mot (01) trang Thu xin viéc bang tiéng Anh néu rd vi tri &rng tuyén va ly do vi sao rng vién I3
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 ki nang lién quan va thong tin cta ba (03) ngudi tham khao/gidi thiéu. Dia chi email
nhan ho so rng tuyén: viethamjobs@clintonhealthaccess.org. D& nghi (rng vién ghi rd vi tri (rng tuyén trén tiéu
dé thu. H6 so (rng tuyén s& dugc danh gia ngay khi chiing t6i nhan dugc. Théi han ndp hd so: ngay 15/11/2024.
Céc (rng vién nam trong danh sach rut gon s& duogc lién hé dé phdng van
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