Af AnimalsAsia

Kindness in action

Animals Asia is an international animal welfare charity founded by Dr. Jill Robinson MBE
in 1998. Animals Asia operates the only sanctuary accredited by the Global Federation of
Animal Sanctuaries in Vietnam, housing more than 200 rescued Asiatic black bears and Malayan
sun bears. Our mission is to end the farming of bears for bile and provide lifelong care and
sanctuary for rescued bears.

Animals Asia is seeking a detail-oriented, committed individual to join our team as a
Captive Animal Welfare Administrative Assistant. In this role, you'll provide administrative,
translation, and coordination support for our ethical elephant tourism program in Yok Don
National Park.

JOB VACANCY ANNOUNCEMENT

Position: Captive Animal Welfare Administrative Assistant
Location: Yok Don National Park, Dak Lak, Vietham
Working time: Full-time

Employment type: Permanent staff

Department: Captive Wildlife Department - Animals Asia

JOB DESCRIPTION

We are looking for a motivated and detail-oriented administrative assistant to support the
Captive Wildlife Department Manager at Yok Don National Park.

Key responsibilities include:

e Assisting the department manager in administrative procedures such as obtaining
provincial permissions for technical experts and liaising with internal HR and finance
teams.

o Attending key stakeholder meetings and taking minutes.

e Providing daily on-site interpretation and document translation support for the Elephant
Welfare Advisor.

e Maintaining good working relationships with program partners.

e Supporting internal reporting and coordination activities within the department.

REQUIREMENTS
e Minimum 3 years of experience in administrative roles.
e Strong skills in minute-taking and translation (English-Vietnamese).
e Willingness to work on-site at Yok Don National Park.
e Proficiency in Vietnamese and English.
o Relevant degree or equivalent working experience.

HOW TO APPLY

Please send your English CV (or bilingual English-Vietnamese CV) to Ms Nhung-
nhoang@animalsasia.org .

Email subject: [Your Name] - Application for Admin Assistant (Yok Don)

Applications close on 25 June, 2025.

Personal data collected will be treated in strict confidence and used solely for recruitment

purposes and will be destroyed after 6 months.
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THONG BAO TUYEN DUNG

Animals Asia la mot to chirc tir thién quéc té vé phc lgi dong vat dugc thanh Iap bdi
Tién si Jill Robinson MBE vao nam 1998. Chung t6i van hanh trung tam clru hd gau duy nhat tai
Viét Nam dugc Lién doan Toan cau cac Trung tam Clru hd Bong vat (GFAS) cdng nhan, noi dang
cham séc hon 200 ca thé gdu ngua va gau ché. S ménh cla chdng toi la chdm dut viéc nudi
nhét gdu 1dy mat va dam bao phc Igi cho cac loai dong vat dang séng dudi sy cham séc cla
con nguai.

Animals Asia dang tim ki€ém mét (ng vién can than va tan tdm dé dam nhiém vi tri Trg ly
Hanh chinh Phdc Igi Dong vat Nudi Nhét. Trong vai trd nay, ban sé cung cap hé trg hanh chinh,
phién dich va diéu phéi cho chuong trinh du lich voi nhan dao tai Vudn quéc gia Yok Don.

THONG BAO TUYEN DUNG:

Vi tri: Trg ly Hanh chinh Phic lgi Pong vat Nudi nhat (lam viéc tai Dak Lak)

Dia diém lam viéc: Vuon quéc gia Yok Don, Dak Lak

Theoi gian lam viéc: Toan thai gian

Hinh thdre: Nhan vién chinh thirc

Phong ban: Phuc Igi Bong vat Nudi nhét (Captive Wildlife Department) - T6 chirc Animals Asia

MO TA CONG VIEC

Chung téi dang tim ki€m mot (ng vién ¢ kinh nghiém hanh chinh dé hé trg cong tac van hanh
clia Phong Phuc lgi Bong vat Nudi nhot tai Vuon quoc gia Yok Bon.
Ung vién sé:

e HO trg quan ly phong trong cac cong viéc hanh chinh nhu xin phép cho cac chuyén gia ki
thuat dén lam viéc, phdi hgp véi cac phong ban néi bd vé nhan su va tai chinh.

e Ghi bién ban trong cac cubéc hop vai cac doi tac.
e H6 trg phién dich hién trudng va dich tai liéu cho C6 van phuc lgi voi.

e Duy tri méi quan hé hgp tac tich cuc véi cac déi tac chuong trinh.

Tham gia cac hoat dong va bdo cdo ciia phong.
YEU CAU U'NG VIEN
o (O t6i thi€u 3 nam kinh nghiém trong cong viéc hanh chinh.

e C6 ky nang ghi bién ban va phién dich tiéng Anh - Viét.



o COthé lam viéc truc ti€p tai Vudn quoc gia Yok Bon.

» Giao ti€p tot bang tiéng Viét va tiéng Anh.

e TO6t nghiép chuyén nganh phu hgp hodc cé kinh nghiém tuong duong.
CACH U'NG TUYEN:

Vui long glri CV bang tiéng Anh (hodc song nglt Anh - Viét) vé dia chi email:
nhoang@animalsasia.org

Tiéu dé email: [Ho tén] - U’ng tuyén Trg ly hanh chinh Yok Bén
Han ndp ho6 so: 25/06/2025

H6 so ca nhan dugc thu thap sé dugc bao mat nghiém ngat va chi dugc str dung cho muc dich
tuyén dung va sé& bi hlly sau 6 thang.



