Job Description - Oxfam Hong Kong

Job title: 

Programme Assistant
Location: 

Hanoi

Job Summary:  
Responsible for assisting the Livelihoods Programme Team and Pro-poor Markets Programme Team in all areas of programme management  

Reporting to: 
Programme Coordinator
Responsible for:
Interns

General Supervision:

The Programme Assistant reports directly to the Programme Coordinator with whom regular performance appraisals will be conducted. The Programme coordinator will supervise daily work and monitor progress. The Programme Assistant will occasionally be re-assigned to collaborate closely with Programme Officer (PO) and other senior staff and programmes on specific tasks.

Background and Purpose of the Post

The Prorgramme Assistant is a position with very dynamic and changing responsibilities over the period of programme renewal implementation. In general terms the post-holder will be required to support the Programme in managing the increased and varied workload in association with the new strategic plan: (i) Nghe An remains a significant strategic target area of Oxfam Hong Kong (OHK) with a newly opened field office; (ii) Daknong  has started with a multiple-year program; (iii)  Quang Tri integrated community program has been expanded; and (iv) Pro-Poor Markets (PPM) and Livelihoods (LLH) have been merged into one department under a single management of the Advisor and Program Coordinator.
The post holder will have to carry out specific and one off tasks associated with the changes under limited supervision at times. She/He should be able to adjust to new situations and responsibilities rapidly. A considerable travel and the ability for independent work are anticipated within this post.
Tasks & Responsibilities:

1. Programme/project management 
Programme budget and finance
· Support PO in program budgeting and financial management;
· Keep PO informed of project budget updates;
· Ensure project budget to be accurately updated;
· Review financial reports/documents from partners to ensure OHK policy and guidelines to be taken into account;
· Timely identify and propose solutions to any financial issues to Pos;
· Process payments to partners and consultants according to schedule.
Programme activities

· Support POs in activity planning/review, closure process, research, studies, survey, M&E trips and other programme tasks;
· To support on internal reporting and programme coordination mechanisms such as monthly meeting processes, six monthly reporting coordination systems etc, annual programme review and budgeting etc, and to support staff in delivery in accordance with these systems;

· Prepare reports/contracts/LOAs and other documents as required;
· Provide support to review documents; 
· Involve in programme assessment, planning, implementation, M&E and write field trip report as required.
Programme Human resources

· Recruitment (writing/commenting on TORs and announcement if needed), prepare consultant, programme intern contract;
· Manage consultant/intern’s work.
Programme administration

· To support the LLH&PPM Advisor and Programme Coordinator on administrative duties as assigned, such as: Interpreting/translating, organizing meetings/field trips, taking minute, etc.;
· To fill various gaps in staffing responsibilities associated with the renewal (e.g. to support on assessment, research… missions);

· To review and develop intra-office data management system including the central project filing, e-filing system coordinated by finance, admin, programme and project data;
· Frequent communication with partners/consultants/beneficiaries and other stakeholders via email, fax, and telephone.
2. Communication and Representation

· Implement communication and representation tasks as required.
General requirements

· High degree of flexibility and able to modify priorities in close consultation with the Programme/Project Officer;
· Maintain highest standards of integrity and honesty in the office;
· Adhere to OHK Code of Conduct and formal policies;
· Adhere to the OHK Vehicle Safety Regulations;
· Assist with the organization of meetings as necessary;
· Participate in all OHK professional staff activities such as regular team meetings, harmonization events, staff retreats, Strategic Plan reviews, etc.;
· Co-operate and exchange learning with various staff in Home Office, other country programmes, and with OI affiliates on all issues of relevance.
Key Competencies:

· University degree

· Experience in an international organization and desire to develop programme management skills

· Good numerical skills 

· High level of IT competence in software, LAN, hardware
· Ability to maintain confidentiality, especially regarding sensitive programme and financial data
· Willingness to travel frequently to and stay at remote areas (30% to 50% of working time)
· Strong English and Vietnamese

· Commitment to poverty reduction and interest in learning poverty and the general 

· Ability to achieve results

· Tenacity / perseverance and ability to respond to urgent demands in a timely matter

· Adaptable and flexible

Contract: 
Duration: 2 years, renewable, 2 months probation period at start of contract

Terms and conditions: as per OHK personnel policy

This job description is intended as a guide and should not be viewed as an inflexible specification, as it may be varied from time to time in the light of strategic developments following discussion with the post holder. The post holder will be expected to work to agreed objectives that should facilitate achievement of key responsibilities in accordance with the performance review process.
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