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Oxford University Clinical Research Unit Viet Nam

Administrator




JOB DESCRIPTION
	Position
	Administrator


	Background
	Oxford University Clinical Research Unit Vietnam (OUCRU-VN) has been working in Viet Nam for more than 20 years on infectious diseases studies and has a well-established research program, facility and partnership with the National Hospital for Tropical Diseases (NHTD) and a network of hospitals across Viet Nam and Asia to conduct a wide range of clinical studies including clinical trials of drugs. 

The Unit’s main focus of work is in Dengue, Infections of the Central Nervous System, Respiratory Infections, Antibiotic Resistance, Influenza, HIV and Tuberculosis.



	Overview of the role
	A highly motivated Administrator is required to manage the implementation of Administration; to support and develop the current activities of the Researches; ensure efficient and high quality research operations in line with international standards; to contribute to the continued growth and development of the organization 



	Location
	Oxford University Clinical Research Unit in Hanoi, 

6th Floor, National Hospital for Tropical Diseases, 

Bach Mai Hospital, 78 Giai Phong, Dong Da, Hanoi. 

Travel within Viet Nam or internationally will be required.



	Tenure
	Contract for one year on completion of 2 months probation with possibility of extension.



	Report to
	Admin & Finance Manager of the Hanoi Unit



	Hours of work
	Full time
37.5 hours/week – Monday to Friday



	Benefit
	· Contracted salary:  Negotiate (depending on actual experience and education)

· Health insurance through AonCare: In-patient and out-patient medical coverage; Personal accident insurance coverage

· 13th month salary (annual bonus) 

· One month salary for annual clothes

· Annual leave 18 days/year (increased to 21 days in year three, 28 days in year four and 30 days from year five).

· Vietnam Social & Health insurance, Sick leave, Personal leave, Maternity leave and National holidays will be based on Vietnam Labor Law



	Key responsibilities and tasks
	· Ensure compliance with OUCRU-VN policies and procedures

· Prepare logistics for meetings workshops

· Support the F&A Officer during internal or external audit

· Perform other general administrative tasks and tasks assigned by the management

· Maintain office assets and inventory register

· Maintain good relationship with NHTD 



	Qualifications


	Essential

· Degree in Administration or a related field.

· Strong diplomatic skills.

· Excellent communication and interpersonal skills.

· High level of organizational and record keeping skills.

· Excellent Vietnamese and English language skills.

· Familiarity with computers, particularly MS Office: Word, Excel

· PowerPoint, Access and email.

· Team player

· Reliable

Desirable

· Experience in conducting Admin & Finance works 

· Industry experience



	Duties


	· Receive and file incoming letters, documents.

· Telephone operator, guest receiving…
· using a variety of software packages, such as Microsoft Word, Outlook, Powerpoint, Excel, Access, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases

· Translate study documents (Vietnamese - English – Vietnamese). 
· attending administrative meetings, taking minutes and keeping notes

· Schedule meeting, book room and conference facilities if any; manage office car schedule
· Welcome/Receive visitors relating to work

· Manage office equipment’s, kitchen utilities.

· Organize logistics of study materials including drugs, files, test kits, patient samples, data and other materials.

· Develop and maintain good working relationships with all relevant local governmental bureaus, agencies and authorities. 

· Maintain office efficiency, plan and implement office systems.

· Execute study-related administrative tasks.
· Ensure rules and procedures in place regarding working hours, lunch, office closure and communications about security.

· Create, control, and monitor all administrative requirements of other departments.

· Monitor on-going activities and revise contracts.

· Maintain stationary supplies and coordinating deliveries

· Supplier managements: photo, printing, furniture, mail & post…

· Office expense: water, electricity, logistic support for experts. 
· liaising and dealing with PACCOM, DOLISA, Immigration Department and other authorization offices, agents to handle Office Registration Letter, expatriate, office visitors, and foreign students’ work permit, visa, temporary residence card, driving license,…
· Other tasks as required.



	How to apply
	Interested candidates are invited to send curriculum vitae, application* and copies of relevant certificates, either by email or by post to 

Bui Huyen Trang

Oxford University Clinical Research Unit Vietnam

6th Floor, National Hospital for Tropical Diseases

Bach Mai Hospital

78 Giai phong, Dong da, Ha noi

Email: trangbh@oucru.org 

* The cover letter should detail:

· What part of your education, training or employment history has best equipped you for this position?

· Why you would make a good candidate for this position?

· Names of two referees who can provide details of relevant experience

* Only short-listed applicants will be contacted for interview. Please no telephone contact after submitting the application

	Deadline for submission
	24 January 2014


