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CARE in Vietnam is a Non-Government Organization representing the CARE International network. CARE in Vietnam is a creative and dynamic organization, working with Vietnamese partners in the sectors of health, rural development and disaster mitigation and preparedness. 

CARE in Vietnam is looking for experienced and qualified Vietnamese national to fill the Senior Project Officer and Project Officer positions for a re-integration support project named Striving for Transformation through Empowered People (STEP) implemented in Can Tho city and An Giang province.
1.  Senior Project Officer Position information:

Position title:
Senior Project Officer 

Reporting to: 
Project Manager

Contract:
08-month contract with potential for extension 

Base in: 
Can Tho with travel to project sites as required

Position Summary

The Senior Project Officer will assist the Project Manager to coordinate and manage all project activities in Can Tho, including partner liaison, activity implementation, monitoring, financial and resource management, and project administration.

Duties

1. Prepare the comprehensive plan of activity implementation for Can Tho and An Giang on 6-month basis

2. Ensure the overall quality implementation in accordance with project documents, quality and technical guidance, and contractual agreements

3. Develop all relevant training materials, facilitation guidelines and other necessary tool kits 

4. Provide capacity building and strengthening to relevant local partners abd CBOs

5. Document description of the STEP’s models and necessary materials for handing-over to partner.  

6. Provide technical support to expand and replicate the STEP models to new location.

7. Ensure transition and handover process to local partners in terms of effectiveness and sustainability.

8. Involve in end of project evaluation and impact assessment

9. Participate in develop concept and design for the STEP future program

10. Conduct regular monitoring visits to ensure the quality and progress of work 

11. Liaison with partners, local authorities and other agencies for good coordination

12. Perform any other duties as reasonably requested by supervisors and in line with organizational priorities.

Selection Criteria

· At least two year experience in community-based health projects for international organizations

· At least one year experience working PLHIV, preferably with sex workers, drug users

· Familiarity with and commitment to gender equity is preference.

· Good interpersonal skill, planning skills and communication skills

· Strong presentation skills, training and facilitation skills

· Good written and reading English skills at least

· Good computer skills on Word, Excel, PowerPoint and e-mail applications

· Ability to work effectively as a team member and with minimal supervision

2.  Project Officer Position information:

Position title:
Project Officer 

Reporting to: 
Senior Project Officer
Contract:
08-month contract with potential for extension 

Base in: 
An Giang or Can Tho with travel to project sites as required

Position Summary:  

The Project Officer will assist the Senior Project Officer to coordinate and manage all project including partner liaison, activity implementation, monitoring, financial and resource management, and project administration.
Duties:   

1. Set out the comprehensive plan of activity implementation at least on monthly basis

2. Develop, supervise and implement all province -based activities in close collaboration with relevant partners 

3. Develop project management systems, e.g. project activity plans and budgets for community-based organizations (CBO), and supervise their implementation

4. Provide trainings and capacity building and/or capacity strengthening to end beneficiaries

5. Collect, analyse and manage the information on the project according to the project monitoring and evaluation plan and prepare reports in agreed formats.

6. Conduct frequent monitoring to ensure the quality and progress of work undertaken by the project partners in project sites

7. Liaison with partners, local authorities and other agencies for coordination and capacity building

8. Perform any other duties as reasonably requested by supervisors and in line with organizational priorities. 

Selection criteria:

· At least one year experience in community-based health projects for international organizations

· At least one year experience working in the field of HIV; preferably with sex workers, drug users

· Good interpersonal communication, training and/or facilitation skills

· Good written and spoken English skills

· Good computer skills on Word, Excel, PowerPoint and e-mail applications

· Ability to work effectively as a team member and with minimal supervision

Child Protection: 
CARE International in Vietnam is committed to protecting the rights of children in all areas we work around the world. Applicants are advised that CARE International in Vietnam reserves the right to screen candidates to ensure a child-safe environment. Further information can be found in the CARE Vietnam child protection policy.

CARE in Vietnam offers a competitive remuneration package commensurate with qualifications and experience. People living with HIV (PLHIV), family members of PLHIV encourage to apply. Interested candidates should send a full English CV and stating the position title to email: hr.hcm@care.org.vn.  Closing date to apply for these positions: 25 September 2011.

Only short-listed candidates will be contacted for interview. Please no telephone contact after submitting the application.

CARE INTERNATIONAL IN VIETNAM


SENIOR PROJECT OFFICER AND PROJECT OFFICER FOR RE-INTEGRATION SUPPORT PROJECT








