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Samaritan’s Purse’

INTERNATIONAL RELIEF

JOB ANNOUCEMENT

Samaritan’s Purse is a Christian humanitarian organization providing aid to hurting people around
the world. With a sustainable history working in Vietnam, Samaritan’s Purse has developed strong
relationships with partners to conduct projects in 6 sectors: health, WASH, education, protection,
livelihood and relief.

Samaritan’s Purse in Vietnam’s projects are being implemented in Hanoi, Tra Vinh, the south of
Vietnam and across the northern provinces of Lao Cai, Yen Bai and Lai Chau where the majority of
people are from ethnic minority groups, often the most vulnerable or marginalized sections of the
population.

We are now seeking highly qualified candidate for the following position:
Position Title: Finance IC
Number of vacancies: 01

Position Duration:  From 23/06/2025 to 24/12/2025

Duty Station: Hanoi

Tom tit cong viec/Job Summary:

e Responsible for performing daily tasks, including document scanning, completing bank transfer
request forms, and organizing paperwork.

e Thoi gian dich vu/Service time: 16 ngay/days

e Phidich vu/Service Fee: 600.000 VND/ngay/day

Nhiém vu chinh/Key Responsibilities:

Dich vu cu thé Thei gian dich vu

No. . . . .
Detail Services Service time

e Scan documents for 2025/Scan tai liéu 2025.

1 e Assist with completing financial forms./Hd tro’ hodn thién Average 16 days/month
cdc biéu mau tai chinh.

e Filling, organizing documents/Sap xép, lwu tri¥ chirng tir.

Toéng s6 ngay/Total days Average 16 days/month

Address: No.9 - Lane 168 Nguyen Khanh Toan Tel: +84-24-7300-8777 Fax: +84-24-3212-3866
Quan Hoa Ward - Cau Giay District - Hanoi - Vietham  Website: www.samaritanspurse.org




Két qua dau ra/Deliverables of the work:

Ensure that all FERs, WTRs, and month-end documents are complete before scanning.
Maintain high quality scans for easy readability and upload them promptly to the designated
storage system (e.g., Box)./ Bdm bdo rang tdt cé cdc tai liéu FER, WTR va bdo cdo cudi thdng
déu day du trudc khi quét. Bam bdo chét lwong quét cao dé dé doc va tdi Ién kip thoi vao hé
théng lwu triv duoc chi dinh (vi du: Box).

Request forms are accurately filled out and payment completed on a daily basis/ Cdc biéu
mau dwoc dién chinh xdc nhdm phuc vu cho viéc hoan thanh cdc Iénh thanh todn hang ngay.
Properly file all documents in their designated folders, ensuring a neat, structured, and easily
accessible system for retrieval and reference./ Sdp xép tdt cé tai liéu dung vao cdc thu muc
da dwoc chi dinh, dém bédo hé théng lwu triv gon gang, cé cdu tric va dé dang truy xudt khi
cdn tham khdo.

Yéu ciu vé trinh d6 chuyén mén, ky nang va kinh nghiém/Education/Experience/Skills Needed:

English proficiency level A2 (Elementary Basic User) according to CEFR (Common European
Framework of Reference for Languages) for basic internal communication and reading
documents./ Trinh dé tiéng Anh A2 dua theo CEFR (theo khung Tham chiéu Ngén ngi¥ Chung
Chdu Au) du dé str dung trong giao tiép néi bé va doc hiéu tai liéu.

Proficient in office tools (Excel, Word)./ Thanh thao tin hoc vdn phong (Excel, Word).
Experience with document handling or payment support is a plus./ Cé kinh nghiém lam viéc
vdi chirng tir, thanh todn, lwu triv Id mot loi thé.

Detail-oriented, honest, and able to maintain confidentiality./ Cdn thdn, chinh truc, bdo mét
théng tin tot.

Willing to support the team, proactive, and deadline-driven./ SGn sang hé trg, c¢d tinh than
lam viéc nhém, chud déng va ding han.

Samaritan's Purse in Vietnam is a Christian nonprofit organization. Candidates having working

experience in a similar kind of organization will be an advantage.

Please note that Applications will be treated in confidence, only candidates invited to an interview

will be contacted.

To respond to this opportunity, please send your Cover letter, Application Form (as attached) to

hrspvietham@samaritan.org referencing “Finance IC” in the subject title.
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https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fngocentre.org.vn%2Ffiles%2F20240403-samaritans-purse-application-form-updated.docx&wdOrigin=BROWSELINK
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