JOB DESCRIPTION

Position: Administrative Assistant
Supervisor: Admin & HR Officer
Duty Station: Based in Hanoi, with occasional visits to the field offices in Vinh Long province. 

Specific Duties and Responsibilities

1. Administration and Logistics

· Deal with incoming/outgoing pouches/mails/fax request and deliver to relevant addressees;
· Register incoming and outgoing correspondence in appropriate logbooks;
· Maintain and update the mailing contact list;
· Assist with filing documents when requested; 
· Provide administrative and logical assistance to program training/workshops and other office events; 
· Draft national holidays schedule for Country Manager review and approval;

· Receive phone calls, and visitors
· Other tasks assigned by the Supervisor;

2. Travel Arrangement

· Perform timely & proper international & domestic travel arrangements for staffs, consultants and visitors including hotel booking, transportation arrangements and visa processing;
· Prepare Travel Authorization (TA) for required approvals, consult with the Associate Program Officer and Finance team as needed;

3. Goods and Service Procurement and Inventory

· Ensure sufficient stock of office supplies;
· Prepare purchase request for every procurement and seek for needed approvals;

· Conduct bid analysis for Admin & HR officer and Country Manager review and approval and prepare vender selection memo when applicable;
· Update and maintain expendable inventory book;
· Support in labeling office assets and annual asset physical count;

· Photocopy or print and bind materials;
4. Personnel Administration Assistance 
· Update and maintain annual leave balance for national staff;
· Check accuracy of staff timesheet; 

· Prepare interview schedule and arrange for interview panel;

· Prepare labor contract for staff, consultant, and trainer; 

· Perform other tasks assigned by the Supervisor;
Qualifications and Experiences: 
· Vietnamese national;
· BA in Public Administration or equivalent experience in relevant fields; 
· Minimum of 2 years relevant experience in office administration; 

· Experience working in an international NGO, multilateral agency, or donor context preferred; 

· Procurement skills and experience;
· Good problem solving and negotiating skills;
· Attention to detail;
· 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; 

· Good computer and  MS Office skills;
