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HealthBridge Canada In Vietnam


                                          Deputy Country Director (DCD) 
HealthBridge is an international, non-profit, non-governmental organization that aims to identify, understand and bridge gaps in public health, including gaps between needs and technologies, evidence and policies, and policies and practice. HealthBridge has been operating in Vietnam since 1993 in the areas of reproductive health, nutrition, tobacco control, HIV prevention, gender, Livable City and Cancer. 

HealthBridge  is currently looking for a qualified Vietnamese National to fill the position of Deputy Country Director(DCD) 
Overall responsibility of DCD: To be in charge of the office management and Human Resource development and share the responsibility with Country Director in representing HealthBridge in Vietnam and providing technical support to projects and programs.
Deputy Country Director will report to Country Director and HealthBridge Executive Director
Specific responsibilities:

1) Responsible for overall office management and financial administration including:
· Day-to-day oversight office operation

· Review and sign the contracts with partners

· Comment and review E/R worksheet

· Review and comment budget of new proposal

· Sign the financial documents

· Strategic plan for future of HBV (organizational definition; staff capacity; )

· Prepare the Annual report to HB and provide updates as required

2) Support CD in maintain relationships with government, NGOs, and the INGO community, specifically:
· Update Gov policies/regulation for INGOs

· Reports to PACCOM as needed

· Keep contact with DIPSERCO to ensure the staff rights and benefits  

· Support Administrative Officer in maintaining relationship with local authorities

· Ensure HBV permit renewal process

3) Responsible for Human resource management and development including: 
· Staff recruitment, supervision and assessment

· Staff JD development/updating

· Labor contract review and sign

· Timesheet review and comment as needed

· Authorize staff AL and travel 

· Personnel Policy comment and update as required 

· Facilitate regular staff meetings 

4) Provide oversight and general support to projects and  programs
· Support project initiation (meeting/letter to authorities)  
· Review and Sign project contracts/MOUs 

· Oversee the implementation of all projects (work plan update and deadlines of milestones)  

· Final report comment and review for projects under Nutrition and Gender/RH/HIV programs

· Maintain relationship with partners in collaboration with the Country Director 
· Represent HBV at  conference/seminars/meeting as requested 

5) Technical support to projects under Nutrition and Gender/RH/HIV programs
· Input to Advocacy/lobbying

· Review the project work plan

· Review and comment on technical outputs

· Provide technical advice

· Attend the project team technical meetings

· Communicate with donor/partner (casually and by request)

6) Support to project development in Nutrition and Gender/RH/HIV programs 

· Monitor calls for proposals and assist with response as needed

· Assign staffs to lead and assist in grant proposal development

· Review draft proposals and approve before submission

· Review program documents to ensure quality control 

· Develop and maintain relationship with partners and donors

· Identify opportunities for funding

Qualifications required: 

· Background in health or social sciences; Advanced degree in public health is appreciated 

· Strong leadership skill with strategic thinking and long term vision 
· Demonstrated strong program management skills, especially in the areas of planning, monitoring, evaluation, budgeting and team management  

· Thorough understanding of Government structure and of mass organizations

· At least three years working in the area of Nutrition and/or GRH, preferably Nutrition
· Strong communication skills, sensitive, able to work with people of different backgrounds and social positions, including policy makers and the media  

· Excellent analytical, writing and organizational skills

· Financial and personnel management skills

· Demonstrated skill and experience in proposal development, work plans, technical and progress reports in Vietnamese and English;

· Innovative, positive, and realistic in solving problems;

· Proficiency in Microsoft applications (Word, Excel and Power point)

· Fluent in English and Vietnamese 

· Experience/background in community nutrition is an advantage  

Interested candidates should send a cover letter, detailing applicable experience and skills, and a CV to:

Pham Thi Thu Ha

Administrative/personnel Officer

HealthBridge Canada, Vietnam Office

Suite 202&203, E4 Building, Diplomatic Compound,
No.6 Dang Van Ngu Str.,Dong Da Dist., Hanoi, Vietnam
Email: ptha@healthbridge.org.vn
Closing Date: December 17, 2012 

Only short -listed applicants will be contacted for interviews.
