Terms of Reference — Program Assistant

Position: Program Assistant

Work place: Hanoi, Vietham

Duration: 1 year, extendable based on performance and funding
Start date: March 2017

The Clinton Health Access Initiative (CHAI), operating through the Bill, Hillary and Chelsea
Clinton Foundation in Vietnam, is a trusted advisor to governments worldwide, helping
them transform the way they provide health services. In Vietnam, CHAI works with a
number of departments in the Ministry of Health to help reach national HIV, TB, Hepatitis C,
and malaria targets. Established in Vietnam in 2006, CHAI has emphasized a sustainable and
integrative approach to health systems strengthening premised on a close partnership with
government to build national capacity.

CHAI's team in Vietnam consists of a dynamic core of 12 staff in addition to resources
available at the regional and global levels. CHAI is now seeking a Vietnamese national to fill
a Program Assistant position. This position provides an inexperienced person significant
opportunities for learning and growth.

Main Responsibilities:

The Program Assistant will provide mainly program support and some office operations
support and report to a Program Manager(s).

e Execute programmatic tasks such as preparing health data for analysis, making
charts and diagrams, reviewing software systems for bugs, supporting importation of
donated drugs, and much more;

e Provide support to prepare trainings, workshops, meetings and mentoring trips (e.g.
printing materials, logistics arrangements, etc.);

e Assist in  making purchase orders, contracts, agreements, etc. with
partners/suppliers.

e Assist in preparing letters to partners, local government authorities and other
project/program documents upon requests;

e Assist in translation and interpretation from English to Vietnamese and vice versa;

e Arrange travel logistics for team members on business trips (e.g. air tickets,
accommodations, airport taxis, car rentals);

e Take notes at team meetings;

e Perform other duties as requested.
Skills and Experiences

- Fluent in verbal and written Vietnamese and English

- Comfortable with technology. Fluent with Microsoft Word, Excel, PowerPoint,
Windows, and in internet-based communications

- Excellent organizational skills and high attention to details

- Good command of task prioritization and time management to meet deadlines



- Good teamwork, spirit and enthusiasm
- Proven ability to problem solve and think proactively
- A minimum of 2-year experience

Preferred:
- Experience in translation or other communications-related fields
- Experience in health issues

A one-page cover letter should specify the position sought and highlight why the candidate
believes they are the right person for the position. A CV detailing professional experience,
relevant qualifications and three reference contacts should be provided. Interested
candidates should send materials to vietnam office@clintonhealthaccess.org. Indicate

position sought in the subject line. Applications will be reviewed as they arrive, but must
be received by 15 March 2017. Only shortlisted candidates will be invited for interview.
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MO TA CONG VIEC - Tro ly Chwong trinh

Vi tri: Trg ly Chwong trinh

Noi lam viéc: Ha Noi, Viét Nam

Théi han: 1 ndm, cd thé gia han tuy thudc vao kha nang lam viéc va ngan sach cla T6 chire
Ngay bat dau: Thang 3/2017

Sang kién tiép can Y té Clinton (CHAI), hoat dong théng qua T8 chirc Bill, Hillary and Chelsea
Clinton Foundation tai Viét Nam, la mot c6 van dang tin cdy clda chinh phd cic nuéc trén
toan cau, nham giup cac nudc thay déi phwong thirc cung cap céc dich vu y té& t&i ngudi dan.
Tai Viét Nam, CHAI hop tac véi nhiéu don vi thudc BO Y T nham gitp dat dwoc cdc muc tiéu
quéc gia vé HIV, lao, viém gan C va s6t rét. Duwoc thanh |4p tai Viét Nam vao ndm 2006, vdi
mdi quan hé ddi tadc hop téc chdt ch@ vai chinh phd, CHAI luén chd trong trién khai cac
phuong thirc ti€p can hé thdng y t& mot cach thdng nhat va bén vitng nham nang cao ndng
lwc quéc gia.

Van phong CHAI tai Viét Nam bao gém 12 nhan sy chid chét clung véi cac chuyén gia, ¢6 van
dang lam viéc trong khu viec va trén toan cau. CHAI hién dang tim ki€ém mot (rng vién tiém
nang, la ngwdi Viét Nam, cho vi tri Tro ly Chwong trinh. Vi tri ndy s& mang lai nhiéu co hoi
hoc tap va phat trién cho nhirng ngudi chura cé nhiéu kinh nghiém céng tac.

Nhiém vu chinh:

Tro ly Chuong trinh s& hoé tro cac hoat dong clia chwong trinh va mot s6 cdng viéc hanh
chinh cha vdn phong. Trg ly Chuong trinh s& bdo cdo tryc ti€p cho can bé Quan ly Chuong
trinh.

e HO tro thuc hién cac hoat ddng clia chwong trinh nhu chuén bj dit liéu y t€ dé phan
tich, vé& so d6 va biéu d6, kiém tra 16i cia hé thong phan mém, hé tro nhap khau
thuéc duwoc tai tro, va cac cdng viéc khac;

e HO tro chuan bj t6 chirc cac khoéa tap huan, hoi nghi, hoi thao va cac chuyén giam sat
ky thuat (vi du: in &n tai liéu va cdc cong viéc hau can khac);

e HO tro soan thao don dit hang, hop dong, thda thudn va céc gidy t& khac véi doi
tadc/nha cung cap

e HO tro chuan bi céng vin gli cac ddi tic, co quan nhd nwdc va tai liéu cla cac
chuwong trinh/dy &n khac khi can;

e HO tro trong cong tac dich thuat tir tiéng Anh sang tiéng Viét va nguoc lai;

e Thu xép hiu can can thiét cho cidc nhan sy khi di cdng tac (vi du: dat vé may bay,
khach san, taxi san bay, thué xe...);

e Ghichép bién ban cudc hop trong cac budi hop ndi bod;

e Thuc hién céc cong viéc khac theo yéu cau.



Yéu cau vé ki nang va kinh nghiém

- Thanh thao ndi va viét tiéng Anh va tiéng Viét

- Hiéu biét vé cong nghé. Thanh thao Microsoft Word, Excel, PowerPoint, Windows va
céc irng dung trén nén tang internet

- Kindngtd chirc t6t va chi y dén céc chi tiét nhé

- Ki ndng thu xép céng viéc wu tién va quan ly thoi gian lam viéc t6t dé hoan thanh
cong viéc dang han

- C6 kha nang lam viéc theo nhém t6t va nhiét tinh trong céng viéc

- CO khd nang x{r ly tinh huéng t6t va ch déng trong céng viéc

- T6i thi€u 2 ndm kinh nghiém

Uu tién:
- C6 kinh nghiém trong céng tac dich thuét, giao tiép va céc linh vyc lién quan
- C6 kinh nghiém trong céc linh vycy té

Ung vién can ndp mot (01) trang Thu xin xiéc néu rd vi tri ng tuyén va ly do vi sao rng vién
la ngudi thich hgp cho vi tri nay va mét (01) ban so yéu li lich xin viéc (CV) trinh bay chi tiét
cac kinh nghiém chuyén mén, céc ki nang lién quan va théng tin cla ba (03) nguoi tham
khao/gidi thiéu. Dia chi email nhan ho so ng tuyén:
vietnam_office@clintonhealthaccess.org. D& nghi &rng vién ghi rd vi tri (‘ng tuyén trén tiéu
dé thu. Hb so (rng tuyén s& dwoc danh gia ngay khi ching téi nhan duwoc. Théi han ndp hd
so: ngay 15/3/2017. Cac &ng vién nam trong danh sach rut gon sé& duwoc lién hé dé phong
van.
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