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	Job Description



	Part I: Job Identity

	Position Title
	Intern for Inclusive Modern Market Program
	Job Code: NA

	Period of Internship
	May-Oct 2015
	

	Unit
	IMM Program Team 
	Rank: NA

	Location
	Hanoi – VECO Vietnam 

	Report to
	Hoang Thanh Hai – Project Manager

	Relation and Co-ordination 
	Name(s) of the functions or units
	Type of relation e.g. coaching, sharing information etc


	
	Finance & Admin Assistant – Nguyen Thu Phuong

	Coordination of  logistics

	Purpose of the Job
	This position will provide support to the Inclusive Modern Market Program of VECO Vietnam


	Job Content and Competencies



	Duties & Responsibilities
	Translating English / Vietnamese and vice versa documents


	
	Collecting, encoding and analysing data 


	
	Preparing logistic arrangements for training/workshop events

	
	Filing project documents

	
	Providing translation and other support in the field when required

	
	Assisting VECO field staff when required

	
	Performing additional duties on needs basis

	Key Selection Criteria

	Academic Attainment
	New graduate or on his/her final year in university

	Language & Nationality
	Fluent in English, both spoken and written

	
	Native Vietnamese speaker

	Knowledge, Skills and Ability Requirements
	High level written skills 

	
	High level literacy with computer application (MS Word, Outlook, Internet)

	
	Excellent communication and interpersonal skills

	
	Good team player and ability to work independently

	
	Being pro-active and self-responsible, detail oriented

	
	Open attitude, flexible and eager to learn

	
	Knowledge of development work is preferable

	Aptitude and Interests
	Based in Hanoi but willingness to travel to the VECO program sites 

	
	Team player

	
	Integrity and respect for others (working together)

	
	Be committed to tasks and responsibilities

	
	Strong willingness to learn.
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