TERM OF REFERENCE

Support for the Health Partnership Group in the Vietnam Health Partnership performance and HPG work-plan 2015
Position and title of post:
Administrative Officer
Unit:



Secretariat for Health Partnership Group (HPG)

Organization:


ICD, MOH

Duty station:


Hanoi

Duration:
10 working months (March-Dec 2014)
with possibility of extension 

Remuneration:
to be negotiated based on the EU-UN Cost norm for the delivery of agreed products, payable in VND
--------------------------------------------------------------------------------------------------------------------

In the new context of a middle income country (MIC), Vietnam in general and health care in particular are facing many opportunities as well as difficulties and challenges: transitions from grant to loan, from financial support to technical assistance. In 2010, Viet Nam was a signatory to the International Health Partnership Global Compact (IHP+), which sets out a framework to put internationally agreed principles for effective aid and development co-operation into practice in the health sector. In 2011, Vietnam signed the Busan Partnership for Effective Development Co-operation (BPD). In 2012, Viet Nam committed  Viet Nam Partnership Document (VPD). Viet Nam Health Partnership Document (VHPD) laid the foundation for an effective, sustained and viable partnership between the Ministry of Health (MOH) and Development Partners (DPs), reflecting the principles shared in the BPD.  

The coordinator will assist the HPG and MOH to continue the HPG forum as the high-level policy dialogue; to continue effective discussion and debates to contribute to development of plans, strategies and priorities of the health sector; and to continue the effective and realistic contribution to renovations and focus of the health sector in Vietnam. In particular: 
Roles of the Administrative Officer:

· Support  the implementation of the newly adopted Vietnam Health Partnership Document
· Support efforts to strengthen ICD's capacity in aid effectiveness and donor coordination

· Work closely with other MoH departments, in order to ensure their active participation in and contribution to the HPG as appropriate
· Liaise with other Ministries, especially the MPI, in order to learn from their knowledge and experience in implementing the aid effectiveness agenda in Vietnam and keep informed of the latest developments at the higher level
· Support the Coordinator (see attached TOR) and other staff of ICD to ensure meetings of the HPG are well prepared (including timely dissemination of documents), run smoothly, and that there is adequate follow-up between meetings

· Provide administrative and logistical support to the Technical Officer and other staff of ICD in the implementation of the "Statement of Intent"

Duties and responsibilities:

· Work closely with HPG core group, HPG members, relevant MOH departments and other stakeholders to facilitate and support the first year of the implementation of the Milestones in the Vietnam Health Partnership Document

· Take lead administrative and logistical responsibility for the organization of HPG meetings, under the guidance of the HPG coordinator, including:

· arrange venue and logistic issues
· seek inputs to the HPG agenda from all interested parties (including development partners, other MoH departments, and other Ministries when appropriate) at least two weeks in advance

· circulate the invitation and agenda for these meetings at least 1 week in advance

· minute the HPG meeting, and circulate a NFR in English and Vietnamese no later that 2 weeks after each HPG meeting

· arrange translation of HPG documents, interpretation during the meeting

· update the list of HPG members produced every 6 months;

· Provide administrative and logistical support for the activities of thematic working groups (sub-groups) established under the HPG 
· Act as a first point of contact for enquiries from development partners on HPG-related matters, including the Statement of Intent milestones
· Disseminate HPG materials as required

· Consolidate the database of external partner support and ensure it is aligned with and complementary to the database currently being developed by MPI

· Take responsibility for completing and updating the data in the database of external partner support
· Working with the communication officer to maintain and develop the ICD and HPG websites where HPG documents are available, and updated regularly

· Arrange, minute and follow up with the weekly HPG secretariat meetings and other relevant meetings/workshops

· Draft documents for the HPG activities
· Undertake other related tasks as required
Qualifications and experience:

· Bachelors degree (for example in public health, medicines, foreign language, international relations … or related disciplines)
· Having experience of working in an administrative role with GoV, Donor and NGO community in Vietnam is appreciated/preferable
· Good communications skills

· Fluency in both spoken and written English is required.

Working arrangements:
The HPG administrator will be working under the leadership of HPG coordinator and will support activities as required. 

Remuneration

Remuneration will be calculated based on the EU-UN Cost Norms 2013, and will be dependent on qualifications and experience. 

Payments will be made under the procedures of the WHO and will be discussed based on deliverables (linked to those of the coordinator). These deliverables are in addition to on-going administrative and logistical support provided to ICD. 

Deliverables

· Coordinate the information sharing through HPG websites and publication if any

· Fieldtrips to provincial levels: Prepare field trips for ICD leaders to provincial Health Department (necessary documents, air ticket and accommodation, make reports after field trip…)

· 4 HPG successfully organized, minutes disseminated within 2 weeks

· 1 – 2 provincial HPG meetings per year, with support from the administrative officer, and the provincial health departments, under the guidance of ICD leadership.
· Support the preparations for the creation of HPG technical working groups and following activities.
· Support the establishment of HPG technical working groups where a clear need has been identified.
· Support other activities related to the implementation of Milestones in the Vietnam Health Partnership Document as required.
· Updated list of HPG members produced

· Support the establishment and implementation of at least 2 TWGs (send request  documents to focal points, contact focal points, send necessary reference documents and keep updating information related to TWGs)

· Support the experts and HPG core group members working on SOI renewal: arrange at least 3 meetings with DPs and with HPG Secretariat, circulate the report for comments, and etc 

· Contact regularly with the HPG core group for meetings and other follow up activities

· Support other HPG activities in the contract time 

