Terms of Reference — Senior Finance Administrator/Finance Administrator
Clinton Health Access Initiative, Vietnam

Position: Senior Finance Administrator/Finance Administrator

Work place: Hanoi

Length of position: One year, extendable based on performance and funding
Reports to: Finance and HR Manager

Background

The Clinton Health Access Initiative (CHAI) 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 and malaria targets. Established in Vietham
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 18 staff in addition to resources available at the
regional and global levels.

Main Responsibilities

The Finance Administrator’s primary responsibility is to handle all basic accounting tasks including
entering expenses into the financial system, handling petty cash and payments, tracking expenditures,
and preparing bank reconciliations. The Finance Administrator will be supervised by the Finance and HR
Lead and will coordinate with all staff.

Additionally, the Finance Administrator will assist in performing administrative responsibilities in the
office as needed including ordering, arranging logistics and handling some office communication.

Qualifications
e University degree in Accounting or 3 or more years experience in Accounting
e Native Vietnamese speaker
e Fluentin English
e Computer literacy: Fluent in Word, Excel, PowerPoint, Windows, and ability to conduct internet
research
e Excellent oral and written communications skills
e Excellent organizational skills, attention to detail, and determination to meet deadlines

Advantages
e Office administration experience
e Photography and social media experience

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 in English to
vietnam_office@clintonhealthaccess.org. Indicate position sought in the subject line. Applications will be
reviewed as they arrive, but must be received by 25 September 2018. Only shortlisted candidates will be
invited for interview.
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M6 ta cong viéc — Can bd Tai chinh — Hanh chinh
Sang kién Tiép can Y té Clinton tai Viét Nam

Vi tri: Can bo Tai chinh — Hanh chinh

Noi lam viéc: Ha Noi

Théi han: 1 ndm, cd thé gia han tuy thudc vao nang lwc lam viéc va ngan sach
Bao cdo: Quan ly Tai chinh — Nhan sy

Téng quan

Sang kién Tiép can Y té Clinton (CHAI) 13 mét t6 chirc tin cdy cha chinh phd cdc nwdc trén toan cau
trong viéc hd tro ting cwong phuong thirc cung cap dich vu y té. Tai Viét Nam, CHAI hop tac va hd tro
nhiéu co quan truc thudc Bo Y té dat dwoc cdc muc tiéu qudc gia vé phong chdng HIV/AIDS, lao, viém
gan va s6t rét. CHAI dugc thanh |ap tai Viét Nam vao ndm 2006, 1a mét t8 chirc chu trong trién khai
cac phuong thirc ti€p can dich vu y t€ mot cach thong nhat va bén virng trong mdi quan hé hop téac
chat ché véi chinh phud, nham nang cao nang luc hé théng y t&€ quéc gia.

Van phong CHAI tai Viét Nam cé 18 nhan sy chi chét va cac chuyén gia, c6 van dang lam viéc trong
khu vie va trén toan cau.

Nhiém vu chinh

Nhiém vu chinh ca Can bd Tai chinh — Hanh chinh 1a thyc hién cdc nhiém vu ké todn co ban nhu ghi
chép chi phi vao s6 sach ké todn, hé théng tai chinh, quan ly tién mat va cic khoan thanh toan, theo
ddi céc chi phi, va chuan bi bdo cdo tai chinh, bang d&i chiéu s du tai khoan ngan hang. Can bo Tai
chinh — Hanh chinh sé& lam viéc dudi sy gidm sat cta Quan ly Tai chinh va Nhan sy va phéi hop véi tat
ca cac nhan su khac.

Ngoai ra, Can bd Tai chinh — Hanh chinh s& ho tro cac cong viéc hanh chinh khac cta vin phong nhu
chuan bi hau can, thuc hién mot s6 nhiém vu truyén théng cla vin phong.

Yéu cau vé ki nang va trinh dd chuyén mén
e T6t nghiép dai hoc chuyén nganh K& todn, cd it nhat 3 ndm kinh nghiém lam viéc vé Ké toan
e LangudiViét Nam
e Thanh thao tiéng Anh
e Théng thao Word, Excel, Powerpoint, Windows va cé ky nang tim ki€m thdng tin trén mang
e C6 ky ndng giao tiép ndi va viét t6t
e (6 k§ nang td chirc t6t, can than, chi tiét va cé khd ndng hoan thanh céng viéc theo thoi han
dugc giao
U'u tién
e (o kinh nghiém hanh chinh van phong
e C6 kinh nghiém vé truyén thong x3 héi va nhiép anh

Ung vién can ndp mdt (01) trang Thu xin viéc bang tiéng Anh néu rd vij tri 'ng tuyén va ly do vi sao
&ng vién 1a ngudi thich hop cho vi tri nay va mét (01) ban so yéu li lich xin viéc (CV) bang tiéng Anh
trinh bay chi tiét cac kinh nghiém chuyén mén, cac kj nang lién quan va thong tin cla ba (03) nguoi
tham khao/gidi thiéu. Dia chi email nhan hé so &rng tuyén: vietnam office@clintonhealthaccess.org.
Dé nghj (rng vién ghi rd vi tri (rng tuyén trén tiéu dé thu. HO so irng tuyén s& dugc danh gid ngay khi
ching t6i nhan dwoc. Thei han nép hd so: ngay 25/9/2018. Cac (rng vién nam trong danh sach rut
gon sé& dugec lién hé dé phong van.
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