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Catholic Relief Services
JOB VACANCY
Catholic Relief Services (CRS) is a US non-governmental organization that has been operating in Vietnam for nearly 20 years. CRS projects assist local counterparts to build capacity in the areas of Education, HIV/AIDS care and treatment, Disaster Risk Reduction and emergency preparedness and response. Reflecting our commitment to carry out quality programming to benefit the poor, we are now seeking a dynamic Vietnamese candidate for following position for our Program based in Ha Noi:
Title:

Inclusive education program support officer
Reports to:
Chief of Party of the Inclusion of Vietnamese with Disabilities project (IVWD) 

Supervision:
Not applicable

1. BACKGROUND

Catholic Relief Services (CRS) Vietnam has implemented a number of projects aimed at promoting equal access to education and employment and social inclusion for children and youth with disabilities. In earlier projects , CRS has collaborated with Ministry of Education and Training (MOET) to pilot Inclusive Education for children with disabilities in primary and junior secondary school levels; CRS has collaborated with 2 higher education institutions, one in Ha Noi and another in Ho Chi Minh City, to implement information technology (IT) training and job placement for youth with disabilities; and CRS has supported capacity building for associations of parents of children with disabilities (CWDs) in 40 communes in Quang Nam and Ninh Binh provinces to provide quality community-based services to their children. Since 2007 till date , CRS is building on its past experiences and achievements and working  with MOET to develop and pilot using information and communication technologies (ICT) to make education more accessible to children with disabilities (CWD), while expanding its IT training program (ITTP) to Da Nang for the CWDs with 2 private educational institutions, one public institution in Hanoi,  and its parent association model to a third province, to build the IT skills of the CWDs and increasing their employment into the private and public sectors. 

2. PRIMARY FUNCTIONS

Provide day-to-day support to the CRS project team and relevant partners to facilitate and ensure effective quality planning, implementation, monitoring, and financial tracking of the Inclusion of Vietnamese with Disabilities (IVWD) project.

 The program support officer will work closely with the inclusive education project officer on the project planning, implementation with primary focus on working with MOET and other relevant partners to provide supports in developing and piloting using ICT to make education more accessible to children with disabilities. 

This position is based in Hanoi with occasional travel (20%- 30% to piloted schools tentatively in HaiPhong, ThaiNguyen, HCMC, Danang). 

3. KEY WORKING RELATIONSHIPS

Internal: 
Inclusive Education Program Manager/Chief of Party (COP)

Inclusive Education Program staff 

Networking and Partnership technical advisor 

Other program, administrative and Finance staff

Country Manager (CM)

External: 
Project partners (in Hanoi, HCMC, Danang and other possible provinces)

Project consultants

Project beneficiaries



Government stakeholders



International and Vietnamese NGOs and civil society organizations 



Disabilities Working Group members 





Project donors as assigned by COP/PM and CM

4. SPECIFIC RESPONSIBILITIES 

Programming 

· Project Planning: Work with the inclusive education project officers and COP/PM to support with follow up with project partners in activity planning of the IVWD, with more focus on ICT component. This includes support in drafting project activities TOR, procurement plan, budget preparation and share with the POs for finalization. 

· Project Implementation: Work with the project officers to facilitate the implementation of the project activities such as following up with the consultants and partners on agreed activities, timeline, support education POs in organizing project workshops and meetings includes support in preparing papers for contract/procurement process, following up with the consultants on the consultancy results, timeline, logistic and administrative issues in coordination with relevant PO, procurement officer,  and finance staff.

· Project activity Support: Provide support in facilitating the collection of IE publications and materials (both hard and soft copy), digitalize, upload to the online-library upon coordination of COP and IVWD PO, and maintain this library for updating during the project life.

· Program Quality Management: Work with the M&E officer and - IVWD project officers to participate in program quality management processes, with focus on M&E plan, consolidating and tracking of project data through different phases of different project components; participates and supports in review, reflection and evaluation processes of the program

· Reporting: Work with - IVWD PO and M&E officer to provide inputs (both quantitative and qualitative data) for the quarterly reports as required by CRS, donor and by government (Paccom).

· Monitoring and Evaluation: Support the IVWD team to maintain filing system of project reports and correspondence between CRS and partners, and project data system in coordination with COP and M&E Project Officer.

· Field Monitoring: Make regular field visits in coordination with MOET partner, IVWD PO and M&E PO, to piloted schools for monitoring quality and outcomes of piloted activities and high quality reporting. 

· Documentation: Ensure clear and accurate documentation of meetings, field trips, and program activities. Participate in compiling lessons learned and success stories; designing and implementing events for exchange of program experience through organizing consultation and dissemination workshops at central level with MOET, and provincial piloted partners. Ensure effective recording and dissemination of results of all experience sharing activities. Contribute to compiling and disseminating best practices within and outside CRS. 

Finances
· Support to financial management and tracking: Supporting the project team in requesting and maintaining all IVWD project financial documentation in a clear, accurate system of recording. This includes, but is not limited to support POs, especially relating to ICT component in Advances, Liquidations for CRS implemented activity, and Payment Requests, and Consultant Contracts. Providing support in preparation of documents for Counterpart advance and liquidation; filing all Counterpart financial recording and reporting in an organized system of folders and files in coordination with POs. Assist with project advance and liquidations with partners and troubleshooting any financial issues related to implementation. Ensure all vouchers are filed with necessary supporting documents. 
Other: Troubleshooting and other inclusive education program activities / projects related tasks as requested by supervisor.

Teamwork: Actively participate with other education team members in planning and sharing of project activities/outcomes through meetings or written reports. 

Logistics and Administration
· Logistics: Provide logistical support for implementation of ICT project activities field trips and visits, including working with the ICT PO, Procurement officer and financial staff to prepare for project events (workshops, trainings, meetings etc). Participate in development and maintenance of administrative systems, including but not isolated to filing both paper documents and electronic documents within the shared drive, maintaining the project calendar, team work-plan and translation as required.

· Translation: Provide translation and interpretation support whenever needed.

5. Contract duration
From 01 May 2014 to 30 September 2014 with possible extension

Required application documents:
· Curriculum Vitae in English, with names and addresses of three references (preferably former supervisors) 
· Application Letter in English

· Copies of diplomas, certificates 
Please send completed applications to:
Ms. Tran Thi Thu Hang

Administrative Officer

CRS, No 1 Alley 7, Nguyen Hong Street, Ba Dinh District, Ha Noi.

Or email: hang.tran@crs.org
Deadline for Applications: April 25, 2014
CRS is an equal- opportunity employer and does not discriminate on the basis of ethnicity, religion, sex, national origin, disability, or HIV/AIDs. 
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