WETERINGSCHANS 32

1A B5 Nam Thanh Cong

1017 SH AMSTERDAM - NL

ÐONG-ÐA - HÀ-NOI - VIÊT-NAM

Tf +31 20 6270411

Tf +84 4 8359005

Fx +31 20 6250147

  Fx +84 4 7760655

INFO@MCNV.NL

MCNV@NETNAM.VN

P.O.BOX 75701

UY BAN Y TÊ HÀ-LAN VIÊT-NAM
1070 AS AMSTERDAM - NL 
MEDISCH COMITÉ NEDERLAND-VIETNAM

VACANCY

Medical Committee Netherlands Vietnam (MCNV) is a Dutch NGO operating in the field of health in Vietnam since 1968. We are now looking for an Administrative and Financial Assistant to work in Hanoi Representative office. 
Job summary: 
Administrative and Financial Assistant assists General management team in the administrative and financial management of Hanoi Representative office and its programs. 
Reporting lines:
Report to Finance & HR manager and finally responsible to the Country Representative 

Tasks and Responsibilities
· Provide warm welcome to visitors in person and on the phone

· Order office stationery, supply and equipment

· Ensure good maintenance of office equipment and arrange for repair

· Support in photocopying, sending and circulating mail, bank transfer, fax
· Support in arranging logistic or organisation of workshops, seminars, meetings, etc. 
· Maintain filling and library systems and list of office property 

· Contact for information concerning quotations, bank details, reports etc. 

· Arrange accommodation and transportation for consultants, volunteers, visitors when needed

· Draft letters in English and in Vietnamese when needed

· Interpret and translate into English and Vietnamese when needed

· Contact project partners concerning financial matters and sometimes on project-related work (by email, letter, and phone)  
· Support in checking quarterly financial reports and supporting documents  

· Maintain accounting filing system 

· Perform other tasks as needed by the organization, as required and fitting with capacity

· Actively contribute to the general smooth running of office affairs.

Qualifications and requirements
· University degree required, preferably in English and/or accounting and/or finance or a development oriented subject

· Fluent in English speaking and writing, listening and reading

· Ability to communicate effectively

· Carefulness, accuracy, honesty, enthusiasm and willingness to learn

· Organised, ability to work according to deadlines and instructions

· Motivated and able to work independently

· Demonstrated ability in team situations, sensitive to others, and an ability to provide support and positive timely contribution

Experience
Minimum 1 to 2 years related experience required. Experience with an NGO or development organization preferred.
To Apply:  Send CV and cover to:  Medical Committee Netherlands - Vietnam, 1A-B5 Nam Thanh Cong, Dong Da, Hanoi
Email: mcnv@netnam.vn and mcnvhuong@netnam.vn
Deadline for application: 5pm, August 5th 2009 
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