Program Intern
Thure tap sinh Chuong trinh

ChildFund Australia — Vietnam Representative Office Job Description
Vian phong dai dién ChildFund Australia tai Viét Nam Ban mé ta céng viéc

JOB DESCRIPTION
BAN MO TA CONG VIEC

JOB TITLE
CHUC VU

Program Intern (PI)
Thure tép sinh Chuong trinh (TTS CT)

The Pl is responsible for assisting the Sector Managers and Policy &Research
Manager in maintaining the smooth operation of all aspects of ChildFund’s Program
activities in Vietnam, to ensure that our Program activities are of a consistently high
quality and contributes to ChildFund’s vision of improving the wellbeing of children
and reducing poverty.

TTS CT chiju trédch nhiém hé tro céc Quén ly mang va Quan ly Nghién ctru & Phét trién Chinh
sach trong viéc duy tri vdn hanh thuén lgi cac mang hoat dong Chuwong trinh cda ChildFund
tai Viét Nam, nhdm dam bédo céc hoat dong Chuong trinh ctia ChildFund dat chét long cao
mét cach 6n dinh va déng gép vao tdm nhin cta ChildFund trong céng cuéc gidm nghéo va
néng cao chét long doi séng cua tré em.

REPORTING STRUCTURE / RELATIONSHIPS
QUAN HE/CO CAU BAO CAO

The PI reports to the Sector Manager.
TTS CT bao cao cho Quan ly mang.

RESPONSIBILITIES
TRACH NHIEM

Assistance to the Managers in:
Hé tror céc Quan ly trong:
= Administrative jobs
Cbng viéc Hanh chinh
- Preparing letters to project partners and related stakeholders.
Chuén bj thwr gii cho déi téc duw én va céc bén lién quan.
- Managing the filing system both in soft and hard copies.
Quén ly hé théng Iuu trik bang cd ban cumg va ban mém.
- Preparing documents for payment and acquittal excluding the payment for the
field monitoring visit of sector managers.
Chuén bj ching ttr thanh toén va quyét toén, trir viéc thanh toén cho céc chuyén
cbng tac giam sat thyre dja cua cac quan ly mang.
- Providing translation if needed.
Hé tro dich thuat khi duoc yéu cu.
- Processing car and hotel booking for field visits for managers, consultants
and donors.
Dat xe va dat phong khach san cho cac chuyén di thyre dja cua quan ly, tw vén va
nha tai tro.
- Preparing logistics for workshops organized outside of project provinces.
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Chuén bj hau cén cho céc cude hoi thdo duoc té chire bén ngoai céc tinh dw an.
Faxing, scanning, photocopying and sending letters to Project Officers and
partners

G fax, scan, phé té va gt thu cho cac Cén bo Dy én va déi tac

Technical jobs

Céng viéc ky thuat

Periodically updating project progress reports(financial and outputs)

Cap nhét dinh ky béo céo tién do ctua dw &n (vé tai chinh va dau ra)

Monitoring the progress of partner disbursement and output achievement
based on action plans.

Giam sét tién do gidi ngan ctia doi tac va két qua dau ra dwa trén céc ké hoach hanh
déng.

With close guidance of line managers, keeping track of overall disbursement
of the project and for individual outputs; reporting to managers of any
potential problems.

Theo d6i viéc gidi ngén téng thé cta dw an va déi véi timg dau ra theo huong dén
chét ché cuda quan ly truec tiép; bao cao cho quan ly vé nhikng van dé cé thé xay ra.
Participating in technical survey, assessment, study and workshops following
the specific tasks allocated by line managers.

Tham gia vao cac cuc khao sat, danh gia, nghién ctu va hdi thdo mang tinh ky
thuét, thure hién cac nhiém vu cu thé do quan ly truec tiép giao.

Participating in the development of IEC materials and/or training kits following
the line manager’s instruction.

Tham gia phét trién tai liéu truyén thong va/hodc cong cu tap huén theo huéng ddn
cla quan ly tryec tiép.

Organisational Development
Phat trién té chdirc

Actively contribute to the development and promotion of ChildFund values
culture and learning approach.

Dong gop tich curc vao cdng cudc phat trién va néng cao céc gia trj, méi trueong van
héa ciing nhw phwrong thire tiép cdn mang tinh hoc héi cda ChildFund.

Contributing to the effective environment of team working of the sectors as
well as of whole organization.

Dong gop vao mdi triong lam viéc nhom hiéu qua cua cac mang cing nhuw cua toan
t6 chure.

Relationship Building & Representation
Tw cédch Pai dién va Xay dwng méi quan hé

Establish appropriate information-sharing relationships with staff in similar
positions within other INGOs, government agencies and academic institutions
in Vietnam and internationally.

Thiét Iap méi quan hé trao doi thong tin thich hop voi cac can bé lam cung vi tri tvong
tw tai cac té chirc phi chinh phd, vién va co quan nha nwdc tai Viét Nam va Quoc té.

These responsibilities are subject to be reviewed 6 months after recruiting. In
case responsibility adjustment required, negotiation with recruited interns will
be conducted by sector managers.

Nhikng tréch nhiém trén sé dwoc xem xét lai 6 thang sau khi tuyén dung. Trong triong
hop can diéu chinh trach nhiém, quén ly mang sé théo luan va théng nhat véi Thuc tap
sinh trang tuyén.
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WORKING CONDITIONS
DIEU KIEN LAM VIEC

This is a Hanoi based, full-time position, with occasional travel to ChildFund’s
program areas in Vietnam.

Day Ia vj tri toan thoi gian lam viéc tai Ha Noi, di cong tac khéng thuong xuyén dén céc ving
dw an cua ChildFund tai Viét Nam.

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

Ung vién duoc tuyén chon sé duoc ky hop dong mét (1) nam. Luong sé duoc quy dinh dua
trén kinh nghiém lam viéc, bang cap va hé thong thang bang Iwong cta té chirc ChildFund.

Other working conditions and benefits are outlined in ChildFund’s HR, PDR and
Operations Manuals.

Céc quyén lgi duoc hudng ciing nhw cac diéu kién lam viéc khac duwoc qui dinh ré trong cubn
C4am nang Hoat déng va quy trinh Panh gia Két quéa thuc thi céng viéc (PDR) cta ChildFund.

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

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

Knowledge

Kién thac

Understanding of basic office and information systems E
Co kién thirc co ban vé hé thong théng tin va van phong

Knowledge about development D

C6 kién thirc vé phét trién

Skills

Ky nang

Good English reading skill (can understand English written correspondences E
and program documentation)

Ky ndng doc tiéng Anh tét (c6 thé hiéu thu tr va tai liéu chuong trinh viét bang tiéng
Anh)

Excellent written and spoken Viethamese

Noi va viét tiéng Viét tét

Flexible, effective team work and interpersonal skills

Ky néng lam viéc nhém hiéu qua, linh hoat va giao tiép tét

Good communication skills both written and verbally

Ky néng truyén théng tot bao gébm cé néi va viét

Computer literacy and experience with computerized information (including
spreadsheets, databases), familiar with software packages under Windows
and email.

St dung may tinh thanh thao va cé kinh nghiém vé théng tin may tinh (bao gém béang
tinh, di¥ liéu), théng thao cac géi phén mém Windows va E-mail

Good facilitation and organizational skills D
Ky néng té chirc va diéu phoi tét

m m m m

Experience
Kinh nghiém
Working effectively with and through others
Lam viéc hiéu qué va théng sudt véi ngudi khéc
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Abilities/Qualities

Néng Iwc/Pham chét

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

C6 thé quan ly nhiéu cong viéc can wu tién, lam viéc ding han, co t6 chirc va hé
thong

Creative, forward thinker, hard-working, well-organized and excellent team E
player ) ’ )

Tw duy sang tao, tién bé, chdm chi, cé té chirc va lam viéc nhom tét

Careful, accountable, responsible and punctual E
Cén than, dang tin cay, c6 tréch nhiém va luén ding gio

m

Attitudes

Quan diém

Willing and able to undertake some work-related travel
Sé&n sang va cé thé di cong tac

Commitment to the aims of ChildFund

Cam két v6i muc tiéu cda ChildFund

Being committed in administrative type of work

Tén tuy vd&i cac loai hinh cdng viéc hanh chinh

Discreet and respectful of confidentiality

Gitr kin va tén trong tinh bdo méat

m m m m

Qualifications

Trinh d6

University qualification in relevant field such as medical health/public health, E
community development, agriculture, civil engineering, economic, law,

education.

Tét nghiép dai hoc vé linh vuce lién quan nhw y té/y té cong céng, phat trién cong

dbng, néng nghiép, xay dung dan dung, kinh té, luét, gido duc.
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