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Malteser International, the worldwide relief agency of the Order of Malta for humanitarian aid, works in more than 20 countries in Africa, Asia and the Americas for people in need, regardless of their religion, origin or political affiliation. Its mission is to provide emergency relief as well as to implement rehabilitation measures and to facilitate the link between emergency relief and sustainable development. In Vietnam Malteser International is implementing especially development and Disaster Risk Reduction projects. In support of our our administrative section in our office in Danang, Malteser International is looking for 

A Project manager and a Junior administrator cum accountant.
1) Project Manager (1 staff)

Job description:  

· Overall management of the project including personnel, fixed assets, financial assets and other resources in accordance with Malteser procedures and regulations

· Ensure timely planning and implementation of project activities according to approved plans and budgets (monitoring of objectives as well as performance and output related indicators)

· In the collaboration with Programme Coordinator, be responsible for continuously ensuring the quality of the implementation based on regular M&E.

· Ensure correct utilisation of Malteser and Donor procurement guidelines and supply chain management forms as well as Malteser internal guidelines on HR procedures, finance (budget control, review and compliance) and administration

· Ensure proper and regular project reporting according to Donor and Malteser standards 

· Ensure proper and appropriate visibility measures

Requirements: 
· Vietnamese citizen; 

· Bachelor's degree in sociology, social work, international relations, international 
development, development management; (plus the University degree in Forestry is an advantage)

· Minimum 5-year experience project management; 

· Working knowledge and technical expertise in community-based development concepts, approaches and processes; strong presentation, moderation and communication skills;  
·  Experience with trainings and adult education in community development project;

· Willingness to travel to and work in remote areas;

· Good supervisory and coordination and computer literacy skills;
· Fluency in written and spoken English; 

· Ability to work in a multi-cultural environment and work effectively with local and international partners .
Contract period: 24 months (extendable)

2) Junior administrator and accountant
Job description:

· Preparing the financial plans for the project activities;

· Checking payment vouchers and supporting documentation in accordance with Malteser International and donor financial regulations and procurement guidelines;

· Conducting/maintaining the books of accounts ;
· Controlling the project budget and preparing financial reports;

· Supporting the local partners and staff on financial procedures and policies;
· Handling the procurement/logistic activities and administrative work;
· Other duties as need
Requirements:
· University degree - Finance/accounting; Experience in using computerized accounting system
· At  least 3 years of administration, office management experience, preferably with INGO in community development projects;
· Proficiency in MS Office: Word, Excel, Power Point and Outlook;
· High level of responsibility and enthusiasm ; good interpersonal management skills;
· Ability to work in a multi-cultural environment and work effectively with local and international partners ;

Contract period: 12 months (extendable)
3) Project location: Da Nang and travelling to project sites or abroad when required 
4) Salary:  According to qualification and experience.  

5) Application: 

· Any interested candidates are invited to send the application to : Malteser International – 48 Nguyen Chi Thanh, Da Nang or via the email: tamnhan.tran@malteser-international.org. 
· Deadline for the application: Oct. 31, 2013.   
· Application should

· Include a covering letter to address the interest in this position

· Include a resume in English (not more than 4 pages) summarizing qualification and experience

· Provide 3 previous work  referees and  contact details

· Only candidates in our short list are invited to interview.



