ChxldFund

Vietnam Education Project Officer

Céan bé Dw an Giao duc

ChildFund Australia — Vietnam Representative Office Job Description
Véan phong dai dién ChildFund Australia tai Viét Nam Béan mé ta cbng viéc

JOB DESCRIPTION
BAN MO TA CONG VIEC

JOB TITLE
VITRI

Education Project Officer (PO)
Can b6 Dw an Giao duc

The Education PO is responsible for all activities of ChildFund’s Education Program
within Community Development Program in the assigned provinces, with the overall
objective of improving the well being of children in Vietnam.

Can b6 Dy an Gigo duc chiu trach nhiém déi véi tat ca cac hoat déng thuéc pham vi chuong
trinh Gido duc cta ChildFund thuc hién trong khuén khé Chuong trinh Phét trién Cong déng
(PTCD) tai céc tinh dw &n cla té chire, véi muc tiéu téng thé la céi thién va ndng cao doi séng
cua tré em Viét Nam.

REPORTING STRUCTURE / RELATIONSHIPS
QUAN HE/CO' CAU BAO CAO

The Education PO reports to the Education Program Manager in Hanoi.
Can bé Dw an Giao duc chju trach nhiém bao céo cho Quén ly Chuwong trinh Gido duc tai Ha
Noi.

The Education PO works closely with the local administrative officer/coordinator and
other colleagues in the Area Development Office (ADO).

Cén bé Dy &n Gido duc lam viéc phbi két hop chét ché véi can bé Piéu phdi Hanh chinh cia
Van phong Phét trién Ving (PTV) va céac cén bo khéac tai Van phong PTV.

RESPONSIBILITIES
TRACH NHIEM

Partnership

Quan hé déi tdc

o Establish and maintain a good and productive working relationship with project
partners to ensure the smooth implementation and quality of project activities.
Xay dung va duy tri duwoc méi quan hé tét dep véi céc doi tac dé dam bao ké hoach hoat
doéng duw én trién khai thuan loi va dam bado chét lvong

o Support/directly contribute in the process of enhancing the delegation and
empowerment to the partner in project management and implementation in
accordance with the program’s and organisation s strategic plans.
Hé tro/truc tiép déng gop vao viéc tang cuong Uy thac va trao quyén cho déi téc trong viéc
quan ly va thure hién dw én theo ké hoach chién lugc cia méang chuong trinh va cia té
chure.
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Project Management and Reporting

Trdach nhiém bao cdo va Quan ly dw an

¢ Instruct and ensure partners and contractors to strictly follow ChildFund’s working
principles and methodology of project development and implementation in all
stages of a project cycle.
Huwéng de?n va dam bao déi tac & cac don vj tham gia thuc hién dung phuong phap,
nguyén tac & yéu cau xay dung & trién khai dw an cta ChildFund trong tat ca cac giai
doan cta chu trinh dw an.

e Together with key stakeholders analyse and select technical
solutions/interventions during the project development and implementation.
Cung cac bén lién quan phan tich va lyra chon cac giai phap ky thuat trong qua trinh xay
duwng va trién khai dw an.

¢ In co-operation with key stakeholders coordinate the project planning,
implementation and monitoring of project activities in the sector based on project
the project agreements and proposal.
Phéi hop voi cac bén co lién quan dé I&p ké hoach, thuc hién va giam sat viéc thuc hién
dw an theo dung théa thuan/cam két va dé xuat dw an.

e Monitor project activities to ensure the timeline, efficiency and quality of the
project.
Thuc hién giam sét hoat dong dw an dé dam bao tién d6, hiéu qua va chét lvong cua dw
an.

e Provide support to partners in implementing activities at the field upon the
requirement of the Education Program Manager.
Hé tro déi tac truc tiép trién khai céc hoat dong tai thuc dia khi Can bé Quén Iy yéu céu.

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

Thuong xuyén tham van cho céan bé Quéan ly Chuong trinh Gigo duc vé nhiing thay déi
trén thuc té hodc duw doén cé thé xay ra trong méi trirong duw an, nhiing bién déi gay dnh
huéng t6i ké hoach ctia hoat déng, thoi gian dw dinh dé dat duoc muc dich dé ra, bao
gbm céc dé xuét sira dbi cho thiét ké du an (vé hoat déng, thoi gian thuc hién, ngén
séch).

¢ Prepare reports to the Education Program Manager as required following specified
formats and agreed schedules.
Chuén bi cac bao céo thuong xuyén cho Quan ly Chuong trinh Gido duc khi dugc yéu
cau, theo mau biéu va ké hoach bao cao dwgc qui dinh.

e In cooperation with all stakeholders mobilise the participation and contribution
from the community.
Phéi hop véi céc bén lién quan dé huy déng sw tham gia va déng gop ctia cong dong.

Financial Management & Reporting

Trach nhiém Bdo cdo va Quan ly tai chinh

o Foster the expenditure progress against the schedule
Thuc déy tién d6 gidi ngan theo dung ké hoach.

¢ Review budget plan and request for money transfer submitted by Project
Management Committee (PMC).
Kiém tra/xem lai ké hoach ngén séch va yéu céu chuyén khodn ctia Ban Quén ly Dy an.

e Supervise and ensure that project budget is used effectively for project activities.

Giam sat va dam bao ngén sach dw an duwoc str dung mét cach hiéu qua cho cac hoat
déng dw an.
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e Facilitate and review monthly financial report submitted by PMC
Kiém tra va thac day qua trinh lam Bao céo tai chinh hang thang cua ban Ban Quan ly Dy
an.

Coordination

Hoat déng phéi hop

e Contribute to the development of integrated/comprehensive approach
methodology which is in consistence with other activities of ChildFund at the ADO
Déng gép vao sw phat trién phuwong thire tiép cén dan xen/téng hop va nhat quén véi tat
cd cac hoat dpng cta ChildFund tai Van phong PTV.

o Participate in weekly, monthly meeting in the ADO.

Tham gia cac cuéc hop tuén, hop thang ctua VP PTV.

e Work with the local administrative staff and other ADO staff to coordinate work
schedules, use of office equipment (computers, motorcycles etc), and other
administrative and logistical supports within the ADO office.

La‘rrp viéc pf}éi h,c_yp QL‘mg Can b Hanh chinh ciing nhw g:éc can bo khéc tai VP PTV dé
phoi hop sap xép ké hoach lam viéc, str dung trang thiét bj van phong (may tinh, xe may,
v.v.), va thue hién cac hoat dong ho tro vé hanh chinh, vat tw tai VP PTV.

e Provide necessary support to other sectors of ChildFund’s program where
appropriate and upon request.

Hé tro cac méng hoat déng khéac trong churong trinh cta ChildFund khi cén va duoc yéu
cau.

Organizational and Team Development

Phét trién té chirc

e Participate in the process of development of ADO’s policies and strategies in
collaboration with other ADO staff under the leadership of the Management team
in Hanoi office.
Tham gia vao qua trinh phat trién cac chinh sach va chién luoc ctia VP PTV c6 sw phéi
két hop v&i cac can bd khac tai VP dja phwong, va dwdi sw hudng dan caa déi ngi can bo
Quan ly tai VP Ha Noi

¢ In collaboration with the line manager, actively participate in/contribute to the
development of ChildFund’s policies, strategies and documentation in the area of
education and project management in Vietnam, including the development of
annual and longer-term strategic plans.
Cung voi nguroi quan ly caa minh, tham gia/dong gop tich cuc vao viéc phat trién cac
chinh sach, van ban/tai liéu va chién Iu’o’c‘hoat déng)cda,Chi/dFund g‘rong linh vire giao
duc va quan ly dw an tai Viét Nam, bao gébm phat trién ké hoach chién lwoc hang ndm va
dai han.

¢ Actively contribute to the development and promotion of ChildFund values, culture
and learning approach.
Doéng gép tich cuc vao cdng cudc phét trién va ndng cao céc gia tri, méi trong van héa
cling nhw phuong thic tiép cdn mang tinh hoc héi ctia ChildFund.

Capacity Building and Technical Support

Hoat déng hé tror Ky thuat va Phat trién ndng lwc

e Instruct and facilitate training where appropriate with communities, local staff and
other relevant working groups.
Huwéng dan va hé tro céc cudce tap huan cén thiét cho céng déng, cho céc can boé mé rong
tai dia phwong va cac nhom lam viéc cé lién quan khac.

o Contribute to the regular technical and methodological backstopping of projects
through visits and contacts etc., with implementing partners.
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Tham gia hé tror vé phuong dién ky thuét va phuong phap hoc cho céc dw én théng qua
céc cudc gap gb, lién lac trao déi thuong Xxuyén vdi cac déi tac thuee hién hoat dong ctia
dw an

¢ Provide guidance and support to project management structure to ensure its well
functioning
Huéng dan va hé tro céc can bo lam cong tac quén ly dw én dudi co sé dé dam bao ho cé
thé thuc hién tét vai tro chirc ndng cta minh

Relationship Building & Representation

Tw céch dai dién va Xay dwng méi quan hé

o Participate in external workshops and other meetings related to ChildFund’s
Education under the direction of the Education Program Manager.

e Tham gia céc héi thdo va cac cudc hop bén ngoai té chirc, cé lién quan dén mang chuong
trinh gido duc cta ChildFund theo s chi dao cta Can bé Quan ly Chuwong trinh Gido duc

e Establish appropriate information-sharing relationships with staff in similar
positions within government and other non-government departments within the
province.
Thiét Iap méi quan hé trao déi thong tin thich hop voi cac can b lam cung vj tri trong tw
tai cac té chire chinh phd va phi chinh phi khac thudc dia ban tinh duw an.

WORKING CONDITIONS
DPIEU KIEN LAM VIEC

This is a field based, full-time position with regular and extensive travel to
ChildFund’s project areas within the province. It is expected that the position-holder
will also be required to undertake occasional work-related travel to the Hanoi office
and other parts of Vietnam.

Day la vi tri lam viéc chuyén trach tai dia phwrong, céng viéc doi hdi thuwong xuyén phai di lai
gitra cac vung dw én cua ChildFund trong dia ban tinh. Ngoai ra, ngwdi dam nhan vj tri nay
thinh thodng ciing sé di céng tac tai Ha No6i hodc céc vung khac trong lanh thé Viét Nam khi
duoc yéu céu.

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

Cac quyén loi dwoc huwdng ciing nhw cac diéu kién lam viéc khac dwoc qui dinh ré trong cudn
Cam nang Hoat déng va,quy trinh Panh gia Két qua thuc thi cong 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 thirc

Understandings of development E
CO6 kién thirc vé phét trién

Understanding of living conditions in different areas of Vietham D

C6 kién thirc vé diéu kién séng & cac ving mién khac nhau cda Viét Nam
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Skills
Ky nang
Good analytical and communicating skills, especially working with the E
community, the ability to work in a multicultural environment with many
challenges

C6 ky nadng phén tich va truyén dat tét, dac biét vé ky nang lam viéc cung céng déng,

kha néng lam viéc trong méi trurong da vén hoa véi nhiéu théach thirc

Good communciation skills E
Ky néng giao tiép tét

Good planning and reasonable time management skills
C6 ky nédng lap ké hoach va quén ly thoi gian hop ly
Proficient use of computer (Word, Excel)

St dung may tinh thanh thao (Word, Excel)

Good presentation and report writing skills

Ky néng trinh bay va viét bao céo tot

Good reading and written English

Ky néng doc, viét tiéng Anh

O O m m

Experience

Kinh nghiém

At least two-year experience in supervising and managing educational E
projects in remote areas.

C6 it nhat 2 ndm kinh nghiém trong céng tac giam sét quan ly cac duw an gido duc tai

vung sau vung xa

Experiences in partnership development E
C6 kinh nghiém phat trién quan hé déi téc

Working experience in NGOs D
C6 kinh nghiém lam viéc cho céc té chirc Phi Chinh phi

Abilities/Qualities

Néng Iwc/Pham chét

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

Kha néng quan ly céng viéc, hoan thanh dung han, cé t6 chirc va hé théng

Able to work independently to deliver ideas for work building and E
development

C6 kha nang lam viéc doc lap dé dwa ra nhitng sang kién xay dung va phét trién

cbng viéc

Creative, hard-working, enthusiastic and have inquiring mind at work E
Sang tao, chdm chi, nhiét tinh va cé tinh than hoc héi trong céng viéc

Excellent team player E
Kha nédng lam viéc nhém mét cach hiéu qua

Able to build and maintain strong internal and external relationships D

C6 khé néng xay dung va duy tri tét cac mbi quan hé trong va ngoai té chirc

Attitudes

Théi dé

Willing and able to undertake some work-related travel E
Sé&n sang di céng téc khi duoc yéu céu

Commitment to the aims and values of ChildFund E

Cam két v&i céc gia tri va muc tiéu ctia ChildFund
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Qualifications
Trinh dé
University qualification in the relevant subjects (specially, social E
specifications)

Tét nghiép Pai hoc chuyén nganh cé lién quan (dac biét cac nganh xa hoi)

Note: The JD is subjected to change/adjust in the next 6 months
Ghi chu: Bédn mé ta cong viéc cé thé dugc didu chinh trong vong 6 théng téi
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