05 volunteer Intern opportunity

(1 in IT; 1 in Design; 3 in communication)
Project “Strengthening Capacity of Volunteerism for Development in Vietnam” (VDVN)
62 Ba Trieu, Ha Noi

www.vvirc.vn
Organization description: The three-year “Strengthening Capacity of Volunteerism for Development in Vietnam (VDVN)” project under the supervision of Ho Chi Minh Communist Youth Union and United Nation Volunteer (UNDP), is designed to address the gap between the number of skilled volunteers and constructive opportunities for volunteering available to them, as well as address the deficiency in the amount of reliable information about volunteering and the needs of the sector. 

The Vietnam Volunteer Information Resource Centre (VVIRC) is one of the outputs of the project, which allows you to (1) access the latest news and stories on volunteer activities in Vietnam and abroad; (2) network with other volunteers and organizations through the VVIRC social network; (3) post and search for volunteer opportunities; (4) access information on training and policy initiatives related to volunteerism.
VDVN offers a volunteer internship program for young Vietnamese graduates/students who are passionate about VDVN’s mission of developing volunteerism nationally and internationally.

Job title: Project Volunteer

Reports to: Communication team 
Minimum commitment: 06 months – certificate and/or reference provided based on performance after at least 3 months of service
Applicable deadline: 20 April 2012

Selection procedure: based on Resume evaluation and (unofficial) interview (time to be informed to individual candidate). The selection is first-come-first-serve based.

Allowance: The position is unpaid, but volunteers will gain invaluable benefits for your future career and development.
From this volunteer position, you will gain the following experiences:
· Experience working for a national Non-government Organization, getting basic skills and work experience in office administration
· Experience working directly with volunteer organizations, international volunteers, journalists and governmental authorities

· Experience working with national and international partners
· Experience in facilitate business development
· Spoken and written English – Vietnamese and in versa
· To be the first person to access information about national/international volunteer opportunities, training, conferences and seminars.
· Receive certificates/ references for your service from Youth Union after at least 3 months of service based on performance.

· Expand network and opportunities for future career and development and review regularly with line-manager

· Sharpen communication skills, participate in social work, and build up relationships.

· Become key people in national events organized by VDVN project (e.g. National Volunteer conference, National Volunteer day, etc), improve event organization skills
· Receive supports for your organization from VDVN project if you are a member of the club/organization.
General Requirements
- Vietnamese citizen
- Student/University degree
- Passionate about VDVN's mission of working with others to promote volunteer activities in Vietnam
- Some knowledge of development work is an advantage, but is not essential.

- Organization to work effectively 
- Supporting others 
- Communications (especially in working with people from different backgrounds);
- Good team working as well as individual

Specific Responsibilities:
Communication volunteers
1. Provide general administrative support including filing, sending and circulating mail, fax; photocopying, travel booking, etc.
2. Provide informal interpretation and translation of letters and documents, articles on website.
3. Attend meetings, take notes.
4. Provide logistical support in the organization of trainings, workshops, and field trips etc. 
5. Support the communication team to promote VVIRC website, facebook, social network and its activities

6. Prepare weekly newsletter, collect information about volunteer opportunities, articles to publish on website
7. Perform others tasks as required
Communication volunteers Requirements
- Good command of English, including interpretation and translation from Vietnamese to English and vice-versa
- Good computer skills, familiar with Microsoft Office applications
IT volunteer
1. Fix website as for better utility

2. Send weekly newsletter to database

3. Manage database

4. Use SEO/SEM techniques to promote website

IT volunteer requirements

· Knowledge/Experience of database management

· Knowledge/Experience of website administration

· Knowledge/Experience of SEO/SEM
Designer volunteer

1. Design weekly newsletter
2. Design brochures/posters/logos for events
Designer volunteer requirements

· Proven Experience of design (websites/logo/poster/marketing materials)
Interested applicants please send a cover letter in English and a CV and copies of relevant degrees/certificates as soon as possible to: 
Communication Team – VVIRC office – VDVN project

Youth Union, 62 Ba Trieu, Ha Noi

or E-mail: nqquynhmai@gmail.com
Priority for early application.


