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VSO Vietnam

Exciting job opportunities
Administrative and Financial Assistant
Voluntary Service Overseas is an international development federation that manages development programmes utilising skilled and experienced specialists, who volunteer their time to work overseas. VSO specialists work with and for local organisations earning a modest living allowance, sharing their talents and expertise to support and help to build the capacity of VSO's partner organisations. They work from community to national level, in rural and urban settings. 

We are currently looking for a suitably qualified dynamic professional, who is a Vietnamese national, to join our team in Hanoi. As Administrative and Financial Assistant you will play a vital role in providing administrative and financial support to our Programme. You must be a team player and have strong organizational and communication skills with the ability to work with a range of people from grass-roots to government officials.

Other essential qualities include:

· Significant work experience in an administrative and accounting role

· 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

· Effectively manage a heavy office workload

· Excellent written and verbal communication skills in English

· Proficiency in MS Office software

The starting gross monthly salary for this position is 10,131,000 Dong or about 9,200,000 Dong net with annual increments of 6% plus a Tet Bonus of 2 month salary and a range of other benefits such as 35 working day holidays, training opportunity, a good sick pay scheme.

VSO values a diverse workforce and welcomes applications from all sections of the community. Forward letters of application with your CV by Wednesday 23 December 2009 to VSO Programme Support and IT Officer - Email: son.do@vsoint.org or fax number: 04 37190550.

Application Deadline: 4:00 pm by Wednesday 23 December 2009 

Short-listed candidates will be contacted for the interview and examinations on the last week of December 2009.

