Plan in Vietnam

Job Description

	Job Title:  DRR/CCA Project Officer
	Job grade: C

	Reports to: DRR/CCA Project Manager
	Working Location: Country Office

	Unit/ Department: Program Department
	Effective date: 

	Staff Directly Supervised (position): None


	Purpose: 
To assist project manager and DRR/CCA project team in the implementation of project to achieve objectives.



	Job Responsibilities: 

· Work with the project manager and project team to assist in outlining and keeping the project activities in following up with the project time frame and in-house procedures;
· Work with the project manager and project team to assist in the preparation, updating and revision of the project documents and plans; 

· Be responsive for assisting the project manager and project team in the preparation and timely submission of the Project Progress Reports (PPR)/annual reports and any other required project report to donor and Plan;

· Assist the team for timely preparation for meetings, workshops and do translations/interpreting project documents and for meetings/foreigners’ visits when it is needed;

· Support the project manager and project team in monitor and evaluate project activities, particular in the field studies and works that will be carried out by the project team or consultants; 

· Support relevant Program Units in project implementation. A minimum of 50% of the time will be spent in the field. 

· Maintain networking with appropriate organizations at all levels in DRM via participation in forums, working groups, meetings and dialogues.

· Provide support on administration and financial management when required;

· Participate as an active member of Disaster Preparedness Focal Point to provide operational and technical support in emergencies to support affected communities. During emergency, DRM/CCA Project Officer is requested to be deployed for field assessment, implementation and M&E accounting for at least 80% of his/her working time.


	Qualifications:

· University graduate in relevant fields



	Experience:

· Minimum 2 years experience in community development project 



	Knowledge and skills:

· Knowledge on disaster management policies and programmes in Vietnam;

· Result oriented, proactive and good team actor;

· Excellent interpersonal skills;

· High level of computer proficiency;

· English

· Willingness and ability to travel extensively with over 50% of the time
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