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CARE in Vietnam is a Non-Government Organization representing the CARE International network. CARE in Vietnam is a creative and dynamic organization, working with Vietnamese partners in the sectors of health, rural development and disaster mitigation and preparedness. 

CARE in Vietnam is looking for an experienced and qualified Vietnamese to fill in Project Officer position for Climate Change project in Mekong Delta.

Position information:

Position title:
Project Officer

Reporting to: 
Project Manager


Contract:


Two years contract with potential for extension 




Base in: 
An Giang with travel to project sites as required

Position Summary
The Integrated Community-based Climate Change Adaptation in the Mekong Delta (ICAM) project will empower 25,000 women and men in the Mekong Delta to increase the resilience of their communities to the unavoidable impacts of Climate Change in An Giang and Soc Trang provinces. The Project Officer will assist the Project Manager and the Senior Project Officers with project implementation. 

Duties

Project Coordination

Under the supervision of the Project Manager to undertake the following:

· Support the implementation of project activities in line with the agreed project framework; 

· Assist other project team members with project implementation and facilitation of their component implementation;

· in collaboration with the Senior Project Officers, monitor the progress of and delivery of assigned project activities;

· Assist communication flow that enhances team work within the Project Manager and the Senior Project Officers;

· Co-ordinate daily activities associated with assigned project activities and action financial and contractual administration of assigned project activities; 

· Provide inputs to M&E including undertaking periodic visits to project sites to assess and report on progress; 

· Contribute to the development of the team’s work plan project activities

· Liaise with project partners, consultant organizations, community organizations  to obtain  active support for the project activities;

Project participation

· Prepare reports on project activities and financial expenditure in agreed formats;

· Document methods, good adaptation practice, experiences and results from communities and partners;

· Facilitate shared learning and skills transfer to and between partner organizations project practice; and

· Assist with organizing workshops and training, and with developing training guidelines and materials relating to the project 

Administrative support 

· Provide administrative and logistical support to visiting project teams as appropriate;

· Take meeting minutes and prepare meeting/workshop reports when required;

· Contribute to managing information on project processes and the preparation of reports on project activities in agreed formats. 

· Arrange and expedite funds transfer, travel plans and logistics.

· Undertake any other duties as reasonable requested by the Project Manager and in line with organizational priorities. 

Selection Criteria

· At least two years work experience in a development team context with a good understanding of project cycle/activity management; 

· Well developed written and oral communication skills in both Vietnamese and English

· Ability to prioritise and pro-actively manage responsibilities, to be innovative and adaptable to change.

· Proven ability to work as part of a team and to work under pressure;  

· Familiarity with the project area and local residence will be an asset; and 

· Willing to be based in the field. 

Child Protection: 
CARE International in Vietnam is committed to protecting the rights of children in all areas we work around the world. Applicants are advised that CARE International in Vietnam reserves the right to screen candidates to ensure a child-safe environment. Further information can be found in the CARE Vietnam child protection policy.

Interested candidates should send a full CV in English and stating the position title to email: hr.hcm@care.org.vn. Closing date to apply for this position: 15 June 2012. 

The short-listed applicants will be contacted for interviews. Please no telephone contact after submitting the application.

