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IN VIETNAM
	JOB DESCRIPTION

Programs Director


	ORGANIZATION/

PROJECT

BACKGROUND
	The Adventist Development and Relief Agency (ADRA) works in over 100 countries with people living in poverty and distress to create positive change and social justice through empowering partnerships and responsible action. ADRA in Vietnam is a learning organization that pursues excellence and commits its resources in response to emergencies and community-based needs through effective partnerships. 

In 1989, ADRA began operations in Vietnam with the shipment of medicines from U.S.A. through ADRA Indochina, the former regional office based in Bangkok, Thailand. ADRA’s office has been located in Hanoi since 1993 and in the last two decades, the organization has implemented more than 120 projects in over 35 provinces in Vietnam. Current projects of ADRA in Vietnam are in sexual and reproductive health education and counseling for adolescents; water, sanitation and hygiene, capacity building for people with visual impairment, and economic development for poor villagers. Our project sites include Cao Bang, Ha Noi, Tay Ninh and Thai Binh. 

	DEPARTMENT
	Programs

	POSITION TITLE
	Programs Director

	CODE
	OA1

	LOCATION
	Hanoi

	LENGTH OF CONTRACT
	3 years

	(INCUMBENT)
	

	REPORTS TO/ SUPERVISED BY
	Country Director

	SUPERVISES
	Programs Officer and Project Managers (or the equivalents)

	HOURS OF WORK 
	40 hours/ week

	BENEFITS/

INSURANCE
	· Salary: Annual gross ranges between US$ 19,000 and US$ 24,000
· 13th month salary/annual bonus and Provident fund (following ADRA working policy and Vietnam Labor Law)

· Vietnam Social, Health and Unemployment Insurance: according to Vietnam Labor Law.

· Extra health  insurance - through AonCare 

· In-patient medical coverage

· Out –patient medical coverage

· Personnel accident insurance coverage
· Per diem: according to ADRA Viet Nam’s current Cost Norm.

· Leaves with pay

· Annual leave - 15 days with one additional day every two years employment in ADRA

· Sick leave - 15 days with pay (besides what is stipulated in Vietnam Labor Law)

· Personal leave - (Vietnam Labor Law)
· Maternity leave - based on Viet Nam labor law

· National holidays - in accordance with Vietnam Labor Law

	TERMINATION
	30 Working Days Notice Required

	JOB OVERVIEW / GENERAL DESCRIPTION
	The Programs Director oversees strategic planning, program planning and development (including project proposal writing and budgeting), program implementation, monitoring and evaluation, technical support, human resource management/development, and networking/partnership building activities for ADRA in Vietnam.   

	JOB RESPONSIBILITIES
	Main duty 1: Program Planning and Development    

· Project planning, design and proposal writing based on the country office strategic analysis, development principles and trends and donors’ interests to ensure that new projects are impact driven and appropriate to meeting the long-term development needs of the target groups and region/areas, which are aligned with ADRA in Vietnam’s policies and strategic plans, and are in line with national and state government policies and programs on relevant development themes and social issues.  
· Assign the requests and coordinate the assistance of the Programs Officer.

· Periodic update of funding forecasts/donor database for Vietnam
· Apply latest tools/technologies, best practices, guidelines, standards, and indicators in planning for new projects whenever appropriate. 
· Guide the needs assessment designing, implementation, and analysis processes for all projects being considered.  
· Take lead in and oversee the proposal writing and budget preparation process for each new project (including concept note and logframe preparation). 
· Abide by donor policies and strategies for Vietnam.  
· Assist Country Director to conduct a regular strategic analysis of the effective use of the strategic plans by the country office

· Assist Country Director to conduct a regular strategic analysis of the country office to identify their strategic and geographical focus and assess their current programmatic capacity and needs

· Assist Country Director in planning and organizing disaster response

Main duty 2: Monitoring and Evaluation    

· Guide the baseline, mid-term and end-of-project study preparation, implementation, and analysis processes for each project as appropriate.

· Orient Programs Officer and project managers and other key project staff of M&E plans, including project objectives, key indicators and other specifications of each project as approved by the donor.  

· Monitor and evaluate the country office strategic planning process and integration of emergency plan in development projects

· Regularly monitor and evaluate the technical support given to the country office

· Participate in, and facilitate lessons learned processes and program evaluations. Advice concerning any programmatic or emergency necessity.

· Establish the M&E system for each project (together with the Programs Officer). 

· Monitor the financial spending of each project as per financial statements provided by the finance department.  Provide necessary follow up as needed.

· Conduct field visits to project sites/activities

· Negotiate approval with donors for changes to project strategies if required.

· Monitor the progress of achieving the ADRA in Vietnam Strategic Plan Objectives for 2008 - 20013

· Report and consult with Country Director on programmatic matters at all times with a formal report every month
· Participates as an active member of ADRA in Vietnam ADCOM

· Provide programs reports to the Country Director as requested for use in board presentations and other PR events

· Ensure timely submission of all the reports, including financial statements, to donors, following the requested formats.
· Ensure fundraising plan of Programs Department is in place and followed up.
Main duty 3: Technical Support   
· Ensure that programs coordinator and project managers are provided with necessary resources to maintain/update their technical knowledge and skills in carrying out their project interventions in respective thematic areas.

· Ensure compliance of project interventions to international/national standards, donor policies, and relevant government policies in question (in association with M&E activities).

· Assist in identifying, selecting/negotiating, and evaluating local partners.  

· Disseminate the information collected from networking to the ADRA relevant staff

· Contribute with information and articles for ADRA in Vietnam’s PR purposes
· Recommend new or updated policies, procedures working guidelines for implementing project improvements.

Main duty 4: Staff Management and Development    

· Assist in developing staff capacity building in all areas of programming, planning and emergency 

· Supervise performance of Programs Officer and project managers, guided by email communication, project documents, performance evaluation forms, and on-site visits.
· Ensure Programs Officer and project managers have job descriptions (in association with HR Director)
· Recruit key project staff (in association with HR Director)
· Orient newly recruited key project staff (in association with HR Director)
· Supervise on-the-job training of Programs Officer and project managers
· In association with HR Director, conduct annual performance evaluation appraisal of key project staff reporting to the Programs Director.
· Assist HR Director disciplining/mediating Programs/project staff as required. 
Main duty 5: Networking, Partnership Building, and Communication   

· Establish and maintain good working relationships with all project participants and key stakeholders at all levels 

· Support external missions in ways that foster transparent and open learning discussions.

· Represent ADRA or delegate someone from ADRA at key conferences, meetings, and workshops pertaining to programs.

· Assist, coordinate and keep informed to the ADRA Asia Regional Office Program Director on programming and emergency matters when need.
· Regularly network with donors, international organizations, INGOs and forums to promote ADRA in Vietnam, share information and learn about new development trends and funding opportunities

· Assist Country Director in other duties when required.

	MEASURABILITY / EXPECTED OUTCOMES
	Success will be demonstrated by:

· Program planning and proposals are developed according to the organization's strategy for periodic and yearly plans.
· Ensure the key result areas are implemented timely and properly including projects management, monitoring and evaluation, staff management and development, 
· Donors are happy with the projects implementation results including reports

· Annual project work plans and master work plans are developed and implemented 

· Project budgets are used as planned and properly reported

· Networks and contacts with relevant donors, national, provincial and district authorities or other partners are maintained

· Attendance of meeting and inputs on decisions made by ADRA in Vietnam's ADCOM.


	REQUIRED COMPETENCIES
	Knowledge

· Ability to work effectively under pressure and under extreme conditions
· Demonstrate well-developed knowledge and sensitivity of cross-cultural communication and dynamics
· Masters Degree in International Development or equivalent.
· Sound conceptual knowledge of current development practices and proposal development process.
· Ability to travel extensively
· Working knowledge of relevant government policies and national programs of Vietnam is an advantage.


	
	Skills

· Skills in facilitation, networking, and analysis of information
· Ability to think strategically 
· Emotional Intelligence control 
· Demonstrated ability to communicate effectively both verbally and in writing in English.  
· Ability to effectively lead a team of technical staff.
· Computer proficiency in word processing
· Ability to work independently and in a team 

· Computer literacy: database management, spreadsheet, and graphics presentations. email, and the Internet; experience with SPSS data analysis; IT experience, such as network troubleshooting and computer maintenance



	
	Experiences

· Experience in the planning, implementation, and evaluation of major donor funded community development and/or health projects.

· At least 5 years of work experience in a cross-cultural environment in a senior management position.  
· Working with an international NGO or in an international setting

· Proven experience in project development and management 



	
	Attitudes

· Strong commitment to ADRA’S mission, vision and values

· Positive attitude at all times
· Willingness to travel to and work in various project sites in Vietnam




Employee:





Supervisor:





Date:





Date:
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