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EYE CARE FOUNDATION (ECF)

www.eyecarefoundation.nl

Position: Administration and Finance Assistant (full-time)

Location: Ho Chi Minh City, Vietnam

Eye Care Foundation is an international NGO, registered in Vietnam, collaborating with other

(i)NGOs and Governmental departments to fight avoidable blindness by helping to build sustainable eye care services for Vietnamese people.

The Administration and Finance Assistant position has been created to assist in the implementation and development of ECF supported projects in Vietnam.

Key Roles and Responsibilities:
· Day-to-day office management

· Perform financial and administrative tasks of the office 

· Assist in the financial management of all ECF supported projects in Vietnam

· Support activities contributing to the progress of the ECF supported projects

Education:
· High professional training (administration, finance)

Skills:
· Excellent written and verbal communication skills both in Vietnamese and English

· Computer literacy; experience in working with Microsoft Office, especially Word, Excel and PowerPoint

· Good organizational skills, ability to meet deadlines

· Proper attitude to various partners

· Ability to work independently

· Willingness and ability to learn

· Demonstrate sound work ethics and social skills
Experience:

Minimum 1 year professional work experience including administration and finance, 

preferably in public health, NGO environment. Funding-raising experiences are highly appreciated.
Please email your Application Letter and C.V. in English to hhuynh.ecf.vn@gmail.com 
and y.reifleir@eyecarefoundation.nl by May 24th 2013.
