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JOB DESCRIPTION
	
	
	
	
	
	
	
	

	Title:
	Project Assistant
	

	
	
	
	
	
	
	
	

	Department:
	Research Center for Disaster Risk Reduction and Climate Change
	

	
	
	
	
	
	
	
	

	Report to:
	Senior Project Officer
	

	
	
	
	
	
	
	
	

	Location:
	Hanoi, with frequent travel to localities
	

	
	
	
	
	
	
	
	


1 Summary
The Asian Management and Development Institute (AMDI) is a science and technology organization with the mission of providing research, training and consulting services as a leading management science institution in Vietnam. At present, AMDI is conducting training, consulting and researching projects in the fields of organization management, tourism, trade, agriculture, disaster risk reduction and climate change.

We are looking for high-qualified candidates for the following vacancy: Project Assistant. Project Assistant is assigned to support Senior Project Officer and other Project Officers in conducting project researches and consultancies on disaster risk reduction, climate change and sustainable development projects which are being implemented by AMDI; translate documents from English into Vietnamese and vice versa and interpret in meetings with international experts if required; assist the administration and finance process of Research Center.
2 Main tasks and responsibilities
	No.
	Tasks and responsibilities

	2.1
	Support the project activities assigned by Senior Project Officer and Project Officer timely and effectively; propose the essential adjustment measures for the implementation progress.

	2.2
	Revise and translate the project documentation and general operations of both Research Center and AMDI, including articles for posting on the AMDI website and other printing materials.

	2.3
	Interpret in meetings with the participation of international experts (if required)

	2.4
	Involve in the development of annual, quarterly and monthly work plans of Research Center.

	2.5
	Assist in the administrative, financial and logistical works in preparation for project bidding, seminars, surveys, reporting, etc.

	2.6
	Expand the network of collaborators and seek opportunities to promote the activities of Research Center and AMDI for funding.

	2.7
	Report the implementation achievements periodically or extraordinarily as request of the supervisor.

	2.8
	Travel to project sites and participate in field survey team as required.


3 Position in internal relationships
	Superior manager      

Direct supervisor
Descriptive job title 
	      




  


4 Position in external relationships
	Subject
	Responsibility in the relationship

	Donor
	· Participate in the development of project proposal

	Client
	· Participate in the consultancy activities and proposal development

	Supplier of goods and services
	· Facilitate payments

	Research organisation
	· Assist the implementation of research activities

	Expert
	· Assist the implementation of research and consultancy activities


5 Scope of authority
	· Propose innovative and appropriate solutions for conducting assigned tasks

	· Propose research and consultancy areas for Research Center

	· Identify and recommend the collaboration with professional researchers and consultants on disaster risk reduction, climate change and sustainable development


6 Requirements
6.1 Qualifications
6.1.1 Education qualifications
- Bachelor’s degree or higher (Master’s degree is preferable)
- Study National Economics University, University of Foreign Language, Foreign Trade University, University of Social Sciences or other involved majors is an asset.
6.1.2 Professional qualifications and other understandings and skills
	No.
	Professional qualifications and other understandings
	Description

	1
	Expertise
	Possess basic knowledge on disaster risk reduction, climate change, environment and sustainable development fields.
Understand development trend and prioritized fields of sustainable development in Vietnam, regional area and across the world.

	2
	Other understanding, skills
	Proficiency in Microsoft Office (Word, Excel, Power Point, Visio, etc.) 
Ability to use data processing software such as Epidata, SPSS, STATA, etc. is a plus
Good analytical, writing and summarizing skills

Good problem-solving, negotiation and organisational skills

Be careful, honest and eager to learn
Performance teamwork spirit and ability to work independently
Ability to work under pressure


6.2 Experience
- Professional experience: At least 01 years working experience in non-governmental organization environment, sustainable development projects.
- Experience working with state agencies is preferable.
7 How to apply
Please send your electronic application including:

- A cover letter (addressing the list of competencies)

- A curriculum vitae
- A contact list of two recent referees
- Relevant degrees and certificates

to chitl@amdi.vn, cc quynhtn@amdi.vn and hr@amdgroup.vn.  The closing date for application is 5.00 PM on 16th March 2018. Applications will be treated in confidence and reviewed on a rolling basis. Only applications in English will be accepted. Due to the volume of applications we receive, only short-listed candidates will be contacted.
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