CATHOLIC RELIEF SERVICES

JOB DESCRIPTION
May 2015
Title:

IVWD project close out consultant 
Reports to:
Chief of Party, Inclusion of Vietnamese with Disabilities (IVWD)
Supervision:
Not applicable
Period: 
June 2015 – September 2015
BACKGROUND

Catholic Relief Services (CRS) Vietnam has implemented a number of projects aimed at promoting equal access to education and employment and social inclusion for children and youth with disabilities. In earlier projects , CRS has collaborated with Ministry of Education and Training (MOET) to pilot Inclusive Education for children with disabilities in primary and junior secondary school levels; CRS has collaborated with 2 higher education institutions, one in Ha Noi and another in Ho Chi Minh City, to implement information technology (IT) training and job placement for youth with disabilities; and CRS has supported capacity building for associations of parents of children with disabilities (CWDs) in 40 communes in Quang Nam and Ninh Binh provinces to provide quality community-based services to their children. Since 2007 till date , CRS is building on its past experiences and achievements and working  with MOET to develop and pilot using information and communication technologies (ICT) to make education more accessible to children with disabilities (CWD), while expanding its IT training program (ITTP) to Da Nang for the CWDs with 2 private educational institutions, one public institution in Hanoi,  and its parent association model to a third province, to build the IT skills of the CWDs and increasing their employment into the private and public sectors. 
CRS and MOET have developed a range of ICT tools and trained students and teachers from several provinces for pilot. The project is under the process of piloting the use of these ICT tools at local level in QuangBinh, Ninh Binh, Hanoi, HCMC and expanded provinces of Lam Dong, QuangNam, QuangTri, DongThap, HaiDuong and ThaiNguyen.

This project is closing in September, 2015. 
PRIMARY FUNCTIONS
Lead and provide support in organizing key project dissemination workshops, ensures completion of financial compliance with all partners, schools and close out processes for the closure of the ten year project of Inclusion of Vietnamese with Disabilities (IVWD). The consultant will work in a project team and under the supervision of Chief of Party to implement activities under the implementation plan, coordinate with partners to plan and organize the project key events and facilitates financial and grant close out processes. The person must have experiences in project implementation, organizing workshops, project closing processes including financial management and documentation and working with partners at local and central levels.  This position is based in Hanoi with occasional travel to piloted schools in Hanoi, HoChiMinh city, and Danang.

KEY WORKING RELATIONSHIPS

Internal: 
Chief of Party (COP)
Inclusive Education Program staff 

Administrative and Finance staff 
MEAL Manager (MM)

Technical Advisor, Partnership and Networking 

Country Manager (CM)
Regional Head of Program
External: 
Project beneficiaries

Project partners



Government stakeholders



International and Vietnamese NGOs 



Disabilities Working Group members 



Project consultants



Other project stakeholders as assigned by COP, Technical Advisor, and CM
SPECIFIC RESPONSIBILITIES 

· Project Planning: 
· Work with COP and MOET partner and plan for the workshop to disseminate lessons learnt and pilot results in using Information Communication Technology (ICT) to promote access and quality of education of children with disabilities;

· Work with COP and MOET and  facilitate and implement  the closing process with all piloted provinces and local schools which include financial procedures, inventory listing and disposal plan as per the donor’s regulation;

· Work with COP to support in plan and organization of the project closing workshop;
· Project Implementation: 
·  Plan and organize  meetings with MOET and ICT related consultants on performance results and compile recommendations as part of the workshop minutes to share with MOET;

· Support in logistic arrangement for IVWD final evaluation which include contact with all key informants, prepare letters, travel planning  and other logistic arrangement for the IVWD evaluation team and with local partners;
· Provide logistic support in organizing the ICT dissemination workshop and IVWD final closing workshop;

· Program Quality Management: 
· Provide support in collecting all reports from local schools in ICT pilots and ensures timely updating/submission to the CoP and MEAL manager for reporting. Field Monitoring: 
· Participate in data collection for the IVWD final evaluation under direction of the lead consultant, COP and MEAL manager;

· Conduct financial monitoring trips to the activity locations and follow up with pending liquidation of the cash advances. 

· Monitoring to the fieldwork activities of the labor market assessment in vocational training/employment for persons with disabilities which is conducted by external consultants under direction of COP, CRS technical advisor and CRS lead consultant;

· Reporting: 
· Provide timely recording, write trip reports, prepare activity reports of the project as required by COP and submit to COP for review and edition. Ensure clear and accurate records of meetings, field trips, and program activities including meeting minutes with partners.
· Financial support:
·  Prepare budget for ICT dissemination workshops, IVWD final evaluation and closing workshops;

·  Collect, review and finalize financial  vouchers and submit timely liquidation of advances from schools and consultants;

· Work with financial team to review financial commitment with IVWD related partners during the phase 2005-2010 and prepare the end of commitment papers under support and direction of COP and CRS technical advisor;
· Partner and Consultant Relations: 
· Maintain positive working relations with MOET, local schools with piloted activities, and project consultants;
· Work closely with project consultants to track on their performance, collecting deliverables, briefly analyze results and report to COP for decision making; 
·  Maintain and update the list of consultants, their contract timeline and ensure timely collection of  vouchers from consultants and liquidation reports and make necessary payment requests;
· Project filing and grant closure:

· Provide support in analyzing all files and folders in the IVWD filing system, prepare a matrix of gap information/files/documents and submit to COP for action;

· Support in preparing all necessary letters to local partners relating to ending of commitment, contracts including equipment disposal plan under the direction of COP.

· Logistics and Administration

Translation: Provide translation and interpretation support whenever needed, focus will be given to relevant documents to support for the ITTP review workshop, ICT dissemination and IVWD closing workshops; provide interpretation.
Other: Troubleshooting and other inclusive education program activities / projects related tasks as requested by supervisor.

Teamwork: Actively participate with other education team members in planning and sharing of project activities/outcomes through meetings or written reports. 

QUALIFICATIONS AND PERSONAL SKILLS:

1. University degree in Education or related field 

2. 2-5 years of  professional experience in project  implementation preferably with Vietnamese or international NGOs 

3. Excellent financial management, planning and administrative skills

4. Experience working with central level partners such as MOET, MOLISA, universities is preferred

5. High computer skills (Word, Excel, Powerpoint, E-mail and Internet required)

6. Excellent spoken and written English skills
7. Good communication, problem solving, interpersonal skills including emotional control and skill to cope with pressure or stress;
8. Confident, proactive and flexible in work duties

9. Ability to work independently as well as in a team

10. Ability to deal respectfully to all levels of colleagues, partners and society.  
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