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JOB DESCRIPTION
	Job title: Project Support Officer 
	Effective date: 1st January 2012

	Department: Programme
	Location: Hanoi office with travels to the fields 

	Reports to: Project Officer
	Type of contract: Fixed term

	Staff directly supervised: None 
	JD consulted with: Project Officer, Program Officer


	1. WORKING CONTEXT

	Founded in the United Kingdom in 1972, ActionAid (AAI) is a unique international organisation, working with over 25 million people in more than 40 countries for a world free from poverty and injustice.
ActionAid's head office is in Johannesburg. ActionAid is the only large international development organisation with head office based in Africa, with offices in Asia and the Americas connecting ActionAid's work in Europe. 
ActionAid started working in Vietnam since 1989, established its Representative Office in Hanoi in 1992. Since then, it has been focusing the work to end poverty and promote sustainable development in mountainous, remote and difficult regions as well as poor urban areas  across Vietnam. ActionAid works in partnership with local partners in different provinces and applies Human Rights Based Approach to all of its works. 


	2. JOB PURPOSE SUMMARY

	Provides support in overall operation of the education project and education activities in DAs/LRPs. 

	3. AUTHORITY

	Actively works within the assigned tasks
Ensures compliance of partners to AAV’s policies and project’s objectives with guidelines.
Request for supports from the other departments/staff to ensure the job is well performed.

	4. KEY WORKING RELATIONSHIPS

	Internal 
· Technical Advisor, Project Officer
· Program Officers, Finance Department
· IPD officer
	External 
AAV’s donors, partners, NGOs, Government officials, media, communities 



	5. MAIN AREAS OF RESPONSIBILITY

	Key responsibilities / accountabilities
	Key performance indicators

	1. Is responsible for project administration and reporting
	· A good filing system of project’s reports and documents is maintained and updated
· Contact database is set up, maintained and updated
· Project team’s work plan is set up, maintained and updated
· Requested project’s documents and communication are translated in high quality and in a timely manner
· Good quality interpretation is provided as needed
· Project updates and reports are compiled and consolidated timely and properly
· Logistics, administrative arrangements and taking minutes for national trainings/events are handled with good quality
· Meetings, travel, and other administrative tasks are efficiently planned and executed
· DAs/LRPs and other partners receive sufficient technical inputs to prepare and compile related reports. 

	2. Provides assistance to project activities
	· Requirement for assistance is satisfied to ensure the good functioning of the project
· TORs, MOUs and contracts with partners are conducted 
· Inputs for project planning and DA/LRP planning are provided
· Partners’ plans are reviewed to ensure they are in line with AAV’s direction and project goals, objectives and activities
· Technical-related documents are collected, translated, compiled and disseminated to related stakeholders.
· Facilitate contracted consultants.
· Consultants’ reports are reviewed and feedback is provided.
· Project finance management is supported to ensure all the expenditures are in accordance with the approved plan, budget and regulations.
· Follow up discussion with stakeholders on the national activities is well maintained
· Needs and opportunities for training and capacity building for partners are identified.
· Preparation and organization for the national capacity building activities with project partners are well performed.
· Regular technical supports and on the job coaching are provided to partners. Trainings, workshops are well supported to improve partners’ knowledge, technical skills, and management capacity.

	3. Coordinates and communicates project activities
	· A regular and effective communication among related stakeholders is maintained
· Information regarding the progress and operation of project activities are updated and informed to partners, relevant people and functions
· Provide supports for national partners in implementing the agreed plan
· Project’s reports and relevant documents are shared within team members and circulated with other functions and departments.

	4. Supports project monitoring and evaluation

	· Regular monitoring and evaluation are supported to ensure local partners implement activities as the planned
· Field visits are carried out to identify problems or issues which need technical advice & support.
· DA/LRPs and partners receive sufficient supports in M&E project’ activities
· Lessons learnt are synthesized, documented and available for sharing  
· Project review activities are well coordinated and the recommendations are followed up.

	5. Involves in donor servicing (if applicable)
	· Donors and visitors receive sufficient information and well support
· Donors are well accompanied to the field
· Follow up activities related to donor’s visit is conducted
· Donors’ field visit reports are compiled.

	6. Supports to maintain partnership at national level
	· Meetings with national partners are carried out
· Supports for coordinating and communicating with national partners in implementation of project activities are provided
· Follow up agreed actions with partners are carried out

	7. Involves in advocacy works and networking
	· Supports for the organization/coordination of workshops and trainings to community groups, local authorities and other stakeholders to enhance their understanding and support on advocacy issues are provided
· Active supports in policy research are carried out
· Supports to updated information of project activities are provided 
· Active participation in working groups, networks, campaigns carried out.

	8. Compiles documents and reports

	· Supports to prepare for regularly project reports and filings are carried out
· Updated report is submitted to line manager monthly
· Project documents are collected and compiled 
· Donors’ field visit reports are compiled
· Project documents are well stored in both hard and soft copies.

	9. Other
	· Other tasks as assigned by line manager are well performed

	6. QUALIFICATIONS REQUIRED

	Education (Degrees/certificates required) 
· University degree in social science or relevant field 

	Work experience
· At least 1 year relevant working experience
· Experience with development projects and/or INGOs would be an advantage

	Technical knowledge/skills 
· Sound understanding on education development and participatory approach
· Report writing and presentation skills

	Language 
· English-Vietnamese and vice versa interpretation and translation skills

	Attitude 
· Patient, friendly, helpful and detail focus
· Sociable, responsive and commitment
· Integrity and supportive 
· Open for learning and solutions 
· Result oriented and accountable
	Adherence to: 
· Rights-based approach
· Poverty and injustice eradication
· Gender equality

	Competencies 
	Level
	Required
	Preferred

	Culture responsiveness
	3
	
	

	Accountability
	3
	
	

	Gender responsiveness
	3
	
	

	Outcome orientation
	3
	
	

	Communication
	3
	
	

	Planning and organizing
	3
	
	

	Team building
	3
	
	

	Compliance
	3
	
	

	Networking
	3
	
	

	Monitoring & evaluation
	2
	
	

	Initiative
	2
	
	
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