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JOB DESCRIPTION
BAN MO TA CONG VIEC

JOB TITLE
CHUC VU

Area Program Manager (APM)
Quan ly Chuwong trinh Vung (QLCTV)

ROLE
VAI TRO

The APM is responsible for leadership, management and supervision for all aspects of program
activities for ChildFund in Vietnam at the project site and within Cao Bang or Bac Kan province,
with the overall objective of improving the well-being of children in Vietnam.

Quan ly Chuong trinh Ving chiju tréch nhiém lanh dao, quan ly va gidm sét hoat dong cla tét ca cac
maéng chuong trinh ctia ChildFund tai Viét Nam & ving duw én trong pham vi tinh Cao Béng hodc Béc Kan
v6i muc tiéu tong thé la cai thién va néng cao chét luong doi séng cho tré em Viét Nam.

REPORTING STRUCTURE / RELATIONSHIPS
CO CAU/QUAN HE BAO CAO

The APM reports to the Program Team Leader (PTL).
Quan ly Chuwong trinh Vung béo céao cho Trurdng nhém Chuwong trinh.

APM manages Project Coordinators (PC) and/or Project Officers (PO) of all ChildFund’s
program sections at the ADO.

Quan ly Chuong trinh Ving quén ly cac Piéu phéi vién Dy &n va/hodc Cén bd D én cua tat cé céc mang
chuwrong trinh cta ChildFund & Van phong Vung.

APM works closely with all Sector Managers (SM), Finance Manager and other managers in
Hanoi, and with management staff from ChildFund’s partners and project communes in
Vietnam.

Quan ly Chuong trinh Vung lam viéc chat ché véi cac Quan ly mang, Quan ly Tai chinh va cac quan ly
khac & Ha N6i, lam viéc v&i ddi ngii quan ly cua dbi tac va cac xa dw an cua ChildFund tai Viét Nam.

APM may also liaise with relevant sector managers/coordinators of ChildFund Australia’s head
office in Sydney and other ChildFund country offices.

Quan ly Chuong trinh Ving ciing cé thé lién hé véi cac quan ly méang/diéu phdi vién lién quan & tru sé
chinh cua ChildFund Australia tai Sydney va céc vdn phong quéc gia khac cia ChildFund.
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RESPONSIBILITIES
TRACH NHIEM

1. Program Development, Management & Reporting
Phat trién, Quan ly Chwong trinh va Bédo cédo

e In coordination with the SM support program/project development and proposal writing.
Phéi hop v&i Quén ly méng hé tro viéc viét dé xuat va phét trién chuong trinh/duw &n.

o Work with SM, PC, PO and partners to identify the services for project.

Lam viéc v6i Quan ly méng, Biéu phdi vién Dw én, Cén bd D én va céc déi tac dé xac dinh cac dich
vu cho duw an.

o Work with PC and SM to identify and mobilise all necessary resources for technical and
methodological input and oversee all the processes ensuring best results.

Lam viéc véi Diéu phbi vién Dy an va Quéan ly mang dé xéac dinh va huy dong cac ngudn lyc can thiét
cho dau vao ky thuat va phwong phap, giam sat tat ca cac quy trinh dé dam bao dat duoc két qua tot
nhat.

o Work with field staffs and other key stakeholders, to ensure adequate administrative and
legal requirements for project operation and best integration and best results across over all
projects.

Lam viéc vdi cac can bé tai thurc dja va cac bén lién quan, Qém bao dat déy du cac yéu céu hanh )
chinh va phap ly cho viéc vdn hanh dw an, dam bao co sw 1ong ghép va két qua tot nhat xuyén suobt
cac duw an.

e Ensure that activity design and overseeing its implementation confirm to ChildFund
principles, approaches, policies, guides, standards etc., and donor requirements, including
cross-cutting issues (gender, environment, disabilities etc).

Dam bao viéc thiét ké hoat déng va  giam sat thure hién cac hoat dong theo dung nguyen téc, cach
thoe t/ep can, chinh sach, huong dan, tiéu chuén, v.v cta ChildFund va cac yéu céu cda nha tai tro,
bao gém céac van dé xuyén subt (gi6i, moi truong, nguoi khuyét tat, v.v).

e The cross-cutting themes such as gender, environment, child protection, child participation,
disability are integrated into planning and implementation of projects
Céc chu dé xuyén sudt nhw gici, moi trong, béo vé tré em, sw tham gia cua tré, ngudi khuyét tat
duworc Iong ghép vao ké hoach va thure hién cua cac dw an.

¢ Manage the efficiency and effectiveness of all activities to ensure maximum impact and
sustainability.

Quan ly hiéu luc va hiéu qua cla tét cé cac hoat dong dé dam béo tbi da tac dong va tinh bén viing.

o Provide timely advice of actual or expected changes in the project environment that impact
on the relevance of plans, timeframes or expected achievements, including
recommendations for amendments to project design (activities, timeframe, budget) to the
Program Team Leader.

Thuong xuyén tham van cho Trudng nhém Chuong trinh vé nhiing thay déi trén thue té hodc dw
doan trong mdi truong dw an gay érgh hwd’ng‘té’i cac van dé co lién quan cla cac ké hoach, thoi gian
hay dén cac thanh twu dé ra, bao gom cac dé xuat stra doi cho thiét ké dw an (vé hoat dong, khung
thoi gian , ngan sach).

o Prepare regular reports on all activities following specified formats and agreed schedules
(internal, Sydney office, donors).

Chuan bj cac bao céo thuong xuyén vé tat ca cac hoat déng theo mau biéu quy dinh va lich trinh
duworc thong nhat (trong ndi by, cho van phong Sydney va nha tai trg).

e Continuously monitor the implementation of all program/project activities to ensure that
organisational inputs will achieve approved goals and objectives or adjusted as necessary in
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light of changing context, resources and opportunities, with proper justification and
documentation.

Giém sét chat ché viéc thuc hién cac hoat déng duw an/chuong trinh dé dam béo déu vao cua té chirc
dat duoc muc tiéu va muc dich dé ra hodc duoc diéu chinh cho phu hop véisw thay déi vé béi canh,
cac nguén Iwe va co héi, kem theo cac dan chirng va tai liéu xac dang.

e Work with all project staff in Cao Bang province to document and disseminate lessons
learned in the area, comparing and contrasting different provincial management models and
making recommendations for future organisational management models.

Lam viéc v&i tat ca can bo duw &n tai tinh Cao Bang dé tai liéu héa va phé bién bai hoc kinh nghiém
trong vuing, so sénh va déi chiéu cac mé hinh quan ly cép tinh khac nhau va dé xuét cho cac mé hinh
quan ly tdm té chire trong tuong lai.

¢ Develop and maintain an efficient standardised system for keeping all records and official
documents related to the projects according to the project manual of ChildFund.

Phaét trién va duy tri hé théng duoc tiéu chudn héa hiéu qué dé luwu giik hb so va céc tai liéu chinh
thure lién quan dén dw &n theo cédm nang duw an cta ChildFund.

o Participate in appropriately selecting and managing consultants.

Tham gia tuyén chon va quan ly tw vén mét cach hop ly.

2. Partnership

Quan hé déi tac

o Develop means and provide assistance to stakeholders/partners to integrate sectoral
activities in a community development approach and framework.

Phét trién cac phuong thire va hé tro cac bén lién quan/doi téc Iong ghép hoat déng cac méang trong
khudn kho va phwong phap tiép can phéat trien céng déng.

e Co-ordinate closely with stakeholders/partners to ensure that every project runs smoothly
and effectively.

Phéi hop chéat ché vdi cac bén lién quan/do"'i tédc dé dam bao céc dw én hoat dong thuéan lgi va hiéu
qua.

e Support field staffs in establishing appropriate management structures for each project or
activity within the sector, with clear roles and responsibilities for each involved party.

Hé tro can bo thue dia thiét 1ap co cau quén ly thich hop cho méi dw an hodc hoat déng trong méng
v&i vai tro va trach nhiém cu thé cho moi bén tham gia.

e Oversee the overall ChildFund’s partnership relationship in the area to ensure smooth
project delivery.

Giém sét téng thé céc méi quan hé déi tac cta ChildFund trong viing dé dam béo viéc thuc hién dw
an duworc thuan loi.

e Develop and maintain good relationships with the local authorities and people both
personally and as a representative of ChildFund (from province to the district and commune)
for smooth program and project implementation.

Phat trién va duy tri méi quan hé tét véi céc cép chinh quyén va ngudi dan dia phuong cé trén
phuong dién cé nhén va tw céch dai dién cho ChidlFund (ttr cap tinh dén huyén va x&) dé thuc hién
duw an va chuong trinh dugce thuén loi.

e Support to and ensure field staffs for engaging in extensive, regular consultations with all
project stakeholders, including participating communities, mass organisations, government
ministries and departments, local volunteers, ChildFund project staff, and consultants.

Hé tro va dam béo cac can bé thuc dia thuong xuyén tham van véi cac bén tham gia duw an bao gom
cdng dong tham gia, cac t6 chirc doan thé, cac by va ban nganh nha nuwéc , tinh nguyén vién dia
phurong, can bé dw an va tw van cua ChildFund .
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3. Financial Management & Reporting
Quan ly va Bao cdo Tai chinh

e In coordination with the SM provide support to PO and PC for preparing annual or longer-
term budgets and detailed expenditure plans for all activities within the sector following
specified formats, including project budgets for donor-funded activities.

Phéi hop véi Quén Iy mang hé tro Cén bo Dy én va Biéu phoi vién Dy an chuén bj ngén séach hang
nam va dai han, ké hoach chi tiéu chi tiét cho tat ca cac hoat dong trong mang theo dung mau quy
dinh, bao gbm ngén sach dw an cho cac hoat déng duorc tai tro.

o Work closely with field staff, project partners and ChildFund’s Financial Manager to control
and verify all project expenditures, and to ensure they are allocated correctly against
approved budgets.

Lam viéc chat ché voi can bo thuc dja, doi tac dw an va Quan ly Tai chinh cda ChildFund dé quan ly
va kiém tra tat ca cac khoan chi tiéu cta dw an va dam bao cac khoan chi dwoc dinh khoan theo
dung ngén sach dwoc phé duyét.

e Monitor project expenditures against the approved project budget and provide regular
budget reports in the specified format, including explanation of significant variances.

Quan ly chi tiéu dw an theo dung ngan sach dw an duwoc phé duyét va lap bao cédo ngén sach thuong
xuyén theo dung mau biéu quy dinh, bao gém gidi trinh khi c6 nhiing khéc biét Ion.

o Provide timely advice to the PTL where significant variances in expenditure are projected
against approved budgets.

Tw van kip thoi cho Trudng nhém Chuong trinh khi c6 nhitng khac biét I6n trong chi tiéu so véi ngén
sach duoc phé duyét.

e Take responsibility with PO and PC for the drafting and submission to the SM of an annual
budget plan to support ChildFund’s activities, and recommend subsequent budget revisions
where necessary, according to ChildFund’s timelines and organisational approach.

Cung voi Can b6 Dy an va E)[éu phéi vién Dw &n chiu trédch nhiém soan thdo va trinh cho Quan ly
mang ké hoach ngén sach ho tro cac hoat dong cua ChildFund hang nam va dé xuét diéu chinh lai
ngén sach khi can thiét theo thoi han va phuwong phap tiép cén tam té chirc cda ChildFund.

e Program budget is responsibly managed to reach the level of funding commitment and/or
adequate explanations are provided for any significant variances, while ensuring the highest
levels of financial stewardship and integrity. Project overheads are kept as low as
reasonable.

Ngén sach chuwong trinh dwge quén ly mét cach co trach nhiém nham dat dwoc cam két tai tro
vé/hoép c0 gidi trinh mét cach hop ly khi cé nh’aung khéc biét Ién, dbng thoi dam béq dat md’c dé)cao
nhat vé quan ly tai chinh va tinh minh bach. Téng chi phi dw an duwoc gitr & mirc thap nhat co thé.

e Financial and program reports are used as management tools for monitoring project
progress.

Béo céo tai chinh va chuong trinh duoc st dung nhw nhiing céng cu dé quan ly tién do caa dw an.

4. Team Leadership & Personnel Management
Lanh dao Nhém va Quan ly Nhén sy
e Manage and supervise all project coordinators and/or project officers working for the
responsible sector to ensure:
Quan ly va giam sét cac diéu phdi vién dw an va’hodc céc cén bd du an lam viéc trong méng,dam
bao:
- Good team cohesion and spirit
Tinh than doan két trong nhém
- High responsibility and accountability for their work
Tinh thén trach nhiém va gidi trinh cao trong céng viéc cta ho
- Adherence to ChildFund’s working discipline and policies
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Tuén thi cac nguyén tac va chinh séch lam viéc cda ChildFund

e Work with PC, SM to plan for staff mentoring and its implementing
Lam viéc voi Diéu phoi vién Dy an, Quén Iy mang dé Ién ké hoach tham van cho nhén vién va cach
thure thure hién ké hoach.

e Team members are closely supervised, coached, mentored and provided adequate
feedback to ensure that they have a common focus, are working together, understand the
common goals and maintain high quality performance in their work
Céc thanh vién trong nhém duoc giam séat chét ché, huéng dan, tham vén va nhan duoc phan hoi
phu hop dé dam bdo ho c6 suw tap trung chung, lam viéc cung nhau, hiéu cac muc tiéu chung va duy
tri chat lvong cao trong cong viéc clia méi nguoi.

o Problems, concerns and issues in the ADO as well as appropriate solutions are identified by
working with team members and others as necessary. )

Nhan biét nhiing van de va cac quan ngai tai van phong phat trién vung cling nhw cac phuwong phap
gié{ quyét hop ly théng qua lam viéc véi thanh vién trong nhém véa nhing thanh vién khac khi can
thiét.

o Work with the Country Director, PTL and other SM to identify staffing needs for the
responsible sector and take the lead role in recruiting necessary staff.

Lam viéc véi Giém dbc, Trudng nhém Chuong trinh va Quén Iy mang dé xéc dinh nhu céu nhén luc
cho mang chju trach nhiém va déng vai tro chinh trong tuyén dung can bd can thiét.

e Provide ongoing supervision and regular appraisal of staff according to ChildFund’s
Performance Development and Review (PDR) manual; The performance management of
staff is properly conducted in coordination with HR department (HRD).

Thuong xuyén giam sat va danh gia can bo theo cém nang Pénh gié Cong viéc va Phat trién Nhan
vién; phdi hop véi phong Nhan sw dé thuc hién dung viéc quén ly hiéu qud céng viéc cla nhan vién.

e Professional development and training needs of staff are identified and addressed in
consultation with SM, PTL and HRD to ensure their commitment, ethical values,
interpersonal skills, competency and critical thinking are enhanced to be capable to carry
out quality work. ]

Tham van véi Quan ly mang, Trudng nhom Chuwong trinh va phong Nhén sw dé xac dinh va giai
quyét nhu cau dao tao va phét trién nghé nghiép ctia can b, dém béo sw cam két cia ho, cac gia tri
dao dire, ky ndng tiong tac, ndng luc cé nhan va tw duy mang tinh quyét dinh dwoc cung co de c6
thé thuc hién cong viéc dat chat liong.

e Advise the PTL of any significant concerns or issues relating to or affecting staff under direct
supervision.

Théng tin cho Truwdng nhém Chuong trinh khi cé bat ky méi quan ngai hay hay van dé Ién nao lién
quan dén hodc dnh huéng dén can bo dudi quyén quan ly.

5. Capacity Building and Technical Support
Xay dwng nang lwc va Hé tror Ky thuat

¢ Promote capacity building of team and partners through facilitating exchanges, training
opportunities, contact with other institutions etc.
Thac q5y nang cao nang lwc cho nhom va dbi tac théng qua viéc tao diéu kién thuén loi cho céc cudc
trao doi, cac co héi tdp huan va lién hé voi cac co quan té chirc khac,v.v

e Work with PC, SM and partners to develop plan for empowerment and delegation for
ChildFund and partners staffs and coordinate to implement the plan, identifying and
recommending training needs for appropriate project partners, to increase project
management capacity, and improve their contribution to the ChildFund program aims.
Lam viéc véi Diéu phbi vién Du én, Quén ly mang va dbi tac  phat trién ké hoach trao quyen va uy
théc cho can bo ChildFund va dbi tac, diéu phéi thuc hién ké hoach, xéc dinh va dé xuét nhu céu tap
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huén cho déi tac dw an phu hop nhdmnéng cao néng luc quan ly du én va téng sw déng gép cida ho
vao muc tiéu chuong trinh cda ChildFund.

e Conduct or organise training where appropriate with communities, local extension staff and
other relevant groups.
Thuc hién hodc t6 chire tép huén véi cong déng, can bé khuyén néng dia phuong va cac nhém cé
lién quan khéc, khi thay phu hop.

e Provide necessary support and training for personnel from the project's management
structure to ensure the project’s well-functioning.
C6 sw hé tro can thiét va tap huén cho doi ngii cén bo trong vé co cu quan ly dw &n dé dédm béo du
&n hoat déng tot.

¢ Contribute to the regular technical and methodological backstopping of projects through
regular visits and contact with field staff, local technical staff and partners.
Thuong xuyén cé sw déng gop vé mét ki thuat va phuong phép cia dw an théng qua cac chuyén
thdm va lién hé thuong xuyén véi can bo thuc dia, d6i ngii cén bo ky thuét va dbi tac dia phuong.

6. Coordination
Diéu phéi

e Ensure that all projects and activities within the relevant sector are consistent with and
integrated into ChildFund’s overall commune, district, province and country program.
Dam bdo tat ca cac duw an va hoat dong ctiia mang lién quan nhat quan va duoc long ghép chuong
trinh téng thé cta ChildFund tir cap quoc gia dén cap tinh, huyén va xa.

e Participate in cross-functional assessment and appraisal activities for proposed project
areas or activities, general evaluations of existing programs, etc.
Tham gia vao céc hoat dong da chirc ndng cho vung dw an duoc dé xuét hodc vao céc hoat dong,
cac cudc danh gia chung cho cac chuwong trinh hién tai v.v

e Collaborate with the Sector Manager and other units to develop and implement long-term
goals and objectives to achieve successful outcomes for children and youth in line with
ChildFund plans.
Phéi hop \’/é’i Quan ly njéng va cac phong ban khac xay dung vé,thufc hién céc,muc tiéu va muc dich
dai han dé dat duwoc két qua thanh céng cho tré em va thanh thiéu nién theo ké hoach cta ChildFund.

¢ Collaborate with the Monitoring and Evaluation Manager to promote the inclusion of output
and impact monitoring and evaluation activities through the implementation of ChildFund’s
Development Effectiveness Framework to assess ChildFund’s work — program strengths
and areas for improvement in Cao Bang province.
Phéi hop véi Quén ly Giam sét va Panh gié thuc ddy dau ra va anh hwéng cua cac hoat dong giam
sat va danh gia théng qua viéc thuc hién Khung Hiéu qua Phat trién Chuwong trinh dé danh gia cong
viéc cua ChildFund — vé diém manh va linh virc can cai thién tai tinh Cao Bang.

e Participate in regular coordination meetings for each district/province program.
Tham gia diéu phdi cac cudc hop thuong xuyén cho méi chuong trinh cép huyén/tinh.

o Work with the Support team and other managers to ensure the provision of relevant
administrative and logistical supports for different departments.
Lam viéc véi nhém Hé tro va cac quan ly khédc dé dam béo dich vu hé tro hanh chinh va hau cén cé
lién quan cho cac phong ban khac nhau.

e Provide support to other sectors of ChildFund’s program where appropriate upon request.
Hé tro cac mang khéc trong chuong trinh cua ChildFund khi duoc yéu céu.

o Meetings with team members and PTL are facilitated regularly to discuss and reflect the
area program progress and activities.
Thuong xuyén té chirc cac cudc hop vai thanh vién trong nhém va Truéng nhém Chuong trinh dé
thdo luan va phan énh vé céc hoat déng va tién dé cta chuong trinh trong vang.
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e Arrange and conduct program staff meetings, a monthly basis.
Hang thang t6 chirc va dan dat cac cudc hop can b nhém chuwong trinh.

7. Organisational Development
Phét trién Té chirc

e Major in charge of developing and implementing the strategy of ChildFund’s program
activities in the assigned area including policies, approaches, standards etc.

Chiu tréch nhiém chinh trong viéc phat trién va thuc hién chién luoc hoat ddéng chuong trinh cia
ChildFund tai ving dw &n duorc giao bao gébm céc chinh séch, phwong thire tiép can va tiéu chuén,
V.v.

o Participate in the development and implementation of program team’s strategic plan as well
as ChildFund’s policies and strategic plan in Vietnam in co-operation with Country Director,
PTL and other management staff.

Cung véi Giam déc, Trudng nhém Chuwong trinh va déi ngii quan ly khéac, tham gia vao phét trién va
thurc hién ké hoach chién luoc ctia nhém chuong trinh ciing nhw chinh séch va ké hoach chién luoc
tai Viét Nam.

e Take a lead role in developing ChildFund’s policies and documentation in the area of the
program and project management in Vietnam, including the development of program annual
and longer-term strategic plans, ensuring that strategies outlined in the country policy
document are incorporated into the program strategies.

Doéng vai tro chinh trong phét trién chinh séch va tai liéu cta ChildFund trong linh vurc quén ly dw én
va chuong trinh tai Viét Nam, bao gébm phét trién ké hoach chién luoc hang ndm va dai han cua
chuong trinh, ddm bédo céc chién luoc xay dung trong tai liéu chinh séch quéc gia duoc duwa vao
chién luwoc cua chuong trinh.

e Actively in contributing to the development and promotion of ChildFund’s values, culture and
learning approach among staff and overall the organisation.

Déng gop tich curc vao cong cudc phét trién va phat huy céc gia tri, méi truong van héa ciing nhw
phuong thire tiép can mang tinh hoc héi ctia ChildFund gitka nhan vién va toan bo té chire.

e Assist in preparation of grant proposal to major donors, when necessary.

Hé tror chuén bj dé xuéat dén cac nha tai tro chinh khi can.

e Participate in the program expansion to new geographical areas if required.

Tham gia vao céng cudc mé réng chuong trinh dén khu vuc dia ly méi khi duoc yéu céu.

8. Relationship Building & Representation

Tw céch dai dién va Xay dwng méi quan hé

e Participate in external workshops, ChildFund International working groups and other
meetings relevant to ChildFund’s programs.

Tham gia vao cac cugc hoi thdo bén ngoai, cac nhém lam viéc cua ChildFund Quéc té va céc cubc
hop khac lién quan dén cac chwong trinh cta ChildFund.

o Effective partnership and networks with various development partners such as community-
based organisations, other NGOs, local businesses... are built to avoid duplication and
share resources in order to promote the well-being of children, especially the most
vulnerable.

Xay dung méi quan hé dbi tac va mang lui lam viéc higu qué voi cac déi tac khéc nhau trong linh
vire phat trién nhuw cac té chire vé cong dong, cac to chure phi chinh phu cac doanh nghiép dia
phuwong, v.v dé tranh trung I3p va chia sé duoc nguon luc dé phéat trién va néng cao chét lvong doi
séng cho tré em, d&c biét la nhiing em thudc dién dé bj tén thuong nhét.

o Establish appropriate information-sharing relationships with staff in similar positions within
other INGOs, government agencies and academic institutions in Vietnam and internationally
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Thiét Iap mbi quan hé trao déi thong tin thich hop véi cac can bo lam cung vi tri tuong tuw trong cac té
chtre phi chinh phu quéc té, céc vién hoc thuét, nghién ctru va co quan nha nuéc tai Viét Nam va
quoc te.

e Contribute to advocacy and policy-development activities at all levels of development
program in Vietnam and internationally (NGO, government and donor networks, support to
Sydney Office advocacy / policy development activities etc)

Dong gop vao céac hoat dong véan dong gay anh hudng va phat trién chinh séch & tat ca céac cép cua
chuong trinh phat trién tai Viét Nam va quéc té (cac mang lwéi Phi chinh phd, chinh phd va nha tai
tro, hé tro cho cac hoat déng van ddng gay anh huéng/ phéat trién chinh sach cda véan phong
Sydney,v.v)

e Maintain contact with other NGOs through meetings and forum etc. to ensure mutual
awareness of activities and projects.

Duy tri lién lac véi céc té chire phi chinh phi khac théng qua céc cudc hop va dién dan, v.v. dé dédm
bao sw hiéu biét clia ca hai bén vé céc hoat déng va céc duw &n.

¢ Network with government officials and other agencies on issues and activities related to the
program.

Thiét Iap mang Iu6i véi céc co quan chinh phi va cac ban nganh khéc vé cac van dé va céc hoat
doéng lién quan dén chuong trinh.

¢ Identify the specific contributions of the programme and co-ordinate with other organizations
that may benefit from visiting.

Xéc dinh nhiing déng gép cu thé cta chuwong trinh va phéi hop véi cac té chirc khac cé cac chuyén
thdm trao déi c6 thé mang téi loi ich tét.

e Visits to the field and project sites by donors, sponsors and ChildFund staff from other
offices and interested parties are effectively coordinated.

Diéu phéi hiéu qua céc chuyén thdm thuc dia va cac vung du én cla céc nha tai tro va can bo
ChildFund ttr cac van phong khéac va cac bén quan tam.

WORKING CONDITIONS
DIEU KIEN LAM VIEC

This full-time position bases in Cao Bang or Bac Kan province with limited travels to ChildFund'’s
other program areas in Vietham. The position-holder may also be required to undertake
occasional international travel.

Pay Ia vi tri lam viéc toan thoi gian tai tinh Cao Bang hodc Béc Kan khéng thuong xuyén di céng tac dén
céac vung dw an khac tai Viét Nam. Nguwoi dam nhén vij tri nay thinh thodng ciing sé di céng tac nuéc
ngoai.

The successful candidate will be offered a three-year contract. Salary will be set according to
experience and qualifications, in accordance with ChildFund’s salary scale.

U’ng vién duwoc Iira chon sé ky hop dbéng c6 thoi han ba (3) ndm. Lwong thda thuén dwa trén kinh
nghiém,néng lurc cia trng vién va chinh sach lwong cta ChildFund.

Other working conditions and benefits are outlined in ChildFund Operations Manual.
Céc quyén loi dwgc huwdng cing nhuw cac diéu kién lam viéc khac dwoc qui dinh ré trong cudn Cam nang
Hoat doéng cta ChildFund.
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Chil d FU n d Area Program Manager

Vietnam Quén ly Chuong trinh Ving
ChildFund Australia — Vietnam Representative Office Job Description
Viédn phong dai dién ChildFund Australia tai Viét Nam Bén mé ta céng viéc

PERSONAL QUALITIES, QUALIFICATIONS & EXPERIENCE
PHAM CHAT, TRINH DO VA KINH NGHIEM

E = Essential/ Cén thiét, D = Desirable/ Mong muén

Knowledge

Kién thirc

Broad, up-to-date knowledge of laws and practices related to the E
development field in Vietnam

C6 kién thirc réng va cap nhét vé luat va thuc té lién quan dén linh vuc phét trién tai

Viét Nam

Understanding of basic accounting, proven experience of establishing and E
managing budgets, and information systems

C6 kién thirc co ban vé ké toan, c6 kinh nghiém thiét Iap va quan ly ngén séch va hé

théng théng tin va vén phong

A good knowledge of conditions in different parts of Vietham would be an D
advantage.

C6 kién thirc tét vé diéu kién céc vung khéc nhau cua Viét Nam la mot loi thé

Strong awareness of the needs of children, youth, families and communities D

in Vietnam, particularly at the provincial level in rural and remote communities
Nhén thire tét vé nhu cau cua tré em, thanh thiéu nién, gia dinh va céng déng tai Viét
Nam, d&c biét la tai cac tinh noi cé cdng dong & viing néng thén va héo lanh.

Skills

Ky nang

Excellent written and spoken English and Viethamese including proposals E
and reports writing

C6 kha ndng nai va viét tiéng Anh va tiéng Viét tot bao gébm viét béo céo va dé xuat
Excellent computer literacy and experience with computerized information E
(including spreadsheets, databases), familiar with software packages under
Windows and E-mail

Thanh thao may tinh va co kinh nghiém vé thdng tin may tinh (bao gém béng tinh, dir

liéu), théng thao cac géi phan mém Windows va E-mail

Effective team work and interpersonal skills E
Ky nang lam viéc nhém hiéu qua

Excellent communication skills, and an ability to relate to people of all E
backgrounds, presenting information in an effective manner, both written and
verbally

Ky nang glao t/ep t6t va kha nang lién hé con nguoi vé théng tin, truyén tai théng tin
hiéu qué ca vé néi va viét

Strong people management skills, including performance management E

Ky néng quan ly con nguoi tét, bao gbm ca quan ly céng viéc

Strong presentation and facilitation skills E

Ky nang thuyét trinh va thic day tét

Excellent conflict resolution skills and negotiation skills D

Ky nédng giai quyét mau thuan va dam phan tot

Well-developed coaching and leadership skills, both on a formal and informal D

basis

Ky ndng lanh dao va huéng dén tét, trén co sé chinh thirc va khéng chinh thic
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Chil d FU n d Area Program Manager

Vietnam Quén ly Chuong trinh Ving
ChildFund Australia — Vietnam Representative Office Job Description
Viédn phong dai dién ChildFund Australia tai Viét Nam Bén mé ta céng viéc
Outstanding analytical skills, including the ability to develop systems that D

effectively implement, evaluate and track key the program managerial tasks
Ky ndng phéan tich tét, bao gom kha nédng phat trién hé théng thuc hién hiéu qua,
danh gia va theo déi cac nhiém vu quan ly chuong trinh

Experience

Kinh nghiém

At least 7-10 years’ experience in project management with an INGO, at least E
5 of those in a managerial position. Experience must include hands-on
responsibility for the full scope of development program activities, both
operations, analysis and management

C6 it nhét 7-10 ndm kinh nghiém quan ly duw &n tai té chirc phi chinh phid quéc té, cé
it nhét 5 ndm lam viéc & vj tri quén ly. Kinh nghiém cén bao gém trach nhiém vé toan
b6 pham vi ctia hoat déng phat trién chuong tinh bao gém cé hai viéc van hanh hoat
doéng, phan tich va quan ly

Effective communication with internal and external customers/partners

Giao tiép hiéu qua véi khdch hang/déi tac trong va ngoai té chirc

Working effectively with and through others

Lam viéc hiéu qua va théng subt véi nguoi khac

Experienced in all aspects of managing under-supervision staff

C6 kinh nghiém vé cac mét quan ly cén b dudi gidm sét

Experience with development programs in remote or rural areas and / or
project management in rural areas

C6 kinh nghiém vé chuong trinh phét trién tai cac ving séu hodc vung néng thén
va/hodc quan ly dw an tai cac vung néng thén

Experience of preparing project proposals and reports E
C6 kinh nghiém chuén bj dé xuét va bao céo dw an

Experience in managing development activities with staff of varying levels of E
experience and ability

C6 kinh nghiém quan ly hoat déng phat trién v&i nhan vién khac nhau vé kinh nghiém

va nang luc

Previous management and coordination experience in a development and/or D
international organization

Co kinh nghiém quan Iy va diéu phbi cho mét té chirc phét trién va/hodc té chirc quéc

té

m m m m

Experience with participatory appraisal methodologies D
Co kinh nghiém vé phwong phap dénh gia cé sw tham gia
Have experiences with donor-funded projects D

Co kinh nghiém v&i cac dw an duwoc nha tai tro tai tro.

Abilities/Qualities

Néng Iwc/Pham chét

A self-starter with a high degree of initiative E
Chi déng dua ra sang kién

Able to manage multiple priorities, to work to deadlines, being well-organized E

and systematic ) )

CQ kha ndng quan ly cac céng viéc can wu tién, lam viéc dung han, cé té chire va hé

thong

Ability to build strong working relationships, internal and external to the E
organization
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Chil d FU n d Area Program Manager

Vietnam Quén ly Chuong trinh Ving
ChildFund Australia — Vietnam Representative Office Job Description
Viédn phong dai dién ChildFund Australia tai Viét Nam Bén mé ta céng viéc

C6 khé néng xay dung mbi quan hé céng viéc tét, ca trong va ngoai té chirc

Creative, forward thinker and excellent team player E
Sang tao, tw twdng tién bo va la thanh vién nhom tét
Mature, dynamic and hard-working E

Can than, ndng déng va chadm chi

Attitudes

Quan diém

Willing and able to undertake some work-related travel E
S&n sang va cé thé dam nhén di cong tac lién quan dén céng viéc

Commitment to the aims of ChildFund E
Cam két v6i muc tiéu cta ChildFund

Maintain strict confidentiality in performing the duties of the post E
Duy tri tinh bdo mat tuyét déi khi thuc hién nhiém vu & vi tri nay

Qualifications

Trinh dé

University qualification in management or development field E
Trinh d6 dai hoc vé quén ly hodc linh vurc phét trién

Postgraduate or equivalent is preferred D

Uu tién bang sau dai hoc hodc cac bang twong duong
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