JOB DISCRIPTION

POSITION: 
Associate Program Officer (APO) 
Report to: 
Project Manager 
Job Summary
Under the direct supervision of the Project Manager, the Associate Program Officer will support the administration and provision of technical assistance to the technical implementation of the program team as well as of overall implementation of the GF project.  
Specific roles & responsibilities
· Facilitate interactions with program/ project partners including 

· Serving as point of contact for partners in specific activities
· Facilitation of partners access to specialized training and external technical assistance not available via the Pact team

· Routine program/ project logistics coordination:

· Coordinate the program/ project filing system with the support from PO and PM.

· Coordinate and logistically arrange for program/ project site visits to Project’s partners for Pact’s technical staff
· Coordinate the translation of program/ project materials

· Translate documents from Vietnamese to English and vice versa, as needed
· Serve as an interpreter at Pact’s training workshops and partners meetings, as required 

· Communication:

· Assist the Program/ Project team to communicate to partners important program/ project information that comes from donor, Pact, and other project stakeholders
· With direction from PM, maintain close contact and communication with VUSTA PMU and other consortium members in the GF project to facilitate implementation of the project 
· Build and/or maintain relationships with other donors and government and non-governmental organizations working in HIV/AIDS to facilitate coordination, collaboration, and sharing of resources.  

· Training/ workshop:

· Support SPOs from technical teams in preparing training plans and  requests for internal and external approval to fulfill project’s administrative requirements 

· Coordinate with the technical and the administrative teams on the logistics planning and preparation of trainings/ workshops.

· Participate in the development and delivery of training/ workshop contents and methods. 

· Support technical teams in completion of end-training reports, including coordinating translation of reports  

· Facilitate partner access to specialized training/technical assistance

· Program monitoring and support:

· Participate in technical review of and feedback on partner products, with guidance from senior program/ project staff.

· Conduct on-site mentoring visits and program/ project-related meetings and provide technical assistance when required
· Program planning, development and reporting 

· Participate in development of Pact’s annual workplan and of specific project workplan 
· Participate in development of Pact’s periodic reports to VUSTA PMU and to other donors
· Help to manage Pact’s program budget and related realignments

· Assist PM in monitoring GF project budget

· Other duties, as assigned

Desired qualifications, skills and qualities:

· Vietnamese national 

· University graduate 

· Minimum of 2 year working experience

· Experience working in public health or HIV/AIDS a plus 

· Experience working in an international NGO context a plus 

· Experience with data entry and management a plus

· Team spirit, flexibility, commitment, and the belief that no task is unimportant 

· Ability to learn new material quickly and willingness to learn 

· Fluent spoken and written English 

