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JOB DESCRIPTION


	JOB TITLE: Program Assistant 



	DIVISION / DEPARTMENT / LOCATION: Vietnam Office


	JOB FAMILY: Business support

	Annual Gross Salary: According to the National Salary Scale


	LEVEL: OHK Grade III 

	OXFAM PURPOSE: To work with others to find lasting solutions to poverty and suffering

TEAM PURPOSE: To work directly with Oxfam’s beneficiaries and partners to overcome poverty and 
suffering; and to advocate and campaign for policy, knowledge, attitude and practice change to help 
achieve Oxfam’s strategic change objectives
JOB PURPOSE: To be responsible for assisting the Livelihoods Program Team and Pro-poor Markets Program Team in all areas of program management


	REPORTING LINES: 

Postholder reports to: Program Coordinator 
Staff reporting to this post: Interns (if required)


	BUDGET RESPONSIBILITY: None


	DIMENSIONS: 



	KEY RESPONSIBILITIES:
Program/project management 
Program 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.

Program activities

· Support POs in activity planning/review, closure process, research, studies, survey, M&E trips and other program tasks;

· To support on internal reporting and program coordination mechanisms such as monthly meeting processes, six monthly reporting coordination systems etc, annual program 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 program assessment, planning, implementation, M&E and write field trip report as required.

Program human resources

· Recruitment (writing/commenting on TORs and announcement if needed), prepare consultant, program intern contract;

· Manage consultant/intern’s work.

Program administration

· To support the LLH&PPM Advisor and Program Manager 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, program and project data;

· Frequent communication with partners/consultants/beneficiaries and other stakeholders via email, fax, and telephone.

Communication and Representation

· Implement communication and representation tasks as required.
Oxfam general

1. Actively participate in the implementation of Performance Management. Including objective setting, performance review, upward feedback and personal development plans. Ensuring relevant aspects of Oxfam HK’s work in Vietnam e.g. gender equity is reflected in all objectives.

2. Ensure implementation of Oxfam HK’s operational policies, procedures and guidelines, including gender equity, in all aspects of Oxfam’s work.  With support from technical advisors and programme staff as needed.

3. Act as Oxfam’s representative at local and national level with local authorities, partners etc. as required, mainly in events relating to administration and programme support.  

4. Be a member of Oxfam’s team; participating in appropriate staff meetings, planning sessions and on-going team building as needed.


	SKILLS AND COMPETENCE:
· 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
Core competencies

· Drive for results

· Initiative and innovation

· Communication skills

· Interpersonal relations and teamwork



	OTHERS: This job description is not incorporated into the employment contract.  It 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, which should facilitate achievements of the key responsibilities in accordance with the Performance Review Process.
Starting date: xxxxx
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