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WORLD VISION VIETNAM
POSITION DESCRIPTION

	KEY POSITION INFORMATION

	Job Title
	NO Sponsorship Assistant 
	Name
	

	Reports To
	Sponsorship Manager 

	Department/Group
	Filed Operation/Sponsorship
	Location
	Hanoi 


WORK CONTEXT / BACKGROUND:

WV Vietnam is a national office and does not directly raise funds for local sponsorship, however, is responsible for sponsor relations- creating effective communications and building relations between sponsors in support countries and registered children in Vietnam. Sponsors’ donations are used to improve the well-being of children, their families and communities. Every year, hundred thousands of letters from sponsors and replies from children are processed which has helped form meaningful and transformed relationships between sponsors and registered children and family. Participation of the communities in activities initiated by the sponsorship program are helping transform the community people in special ways.

WV Vietnam's sponsorship programme seeks to comply as much as possible to the Child Management Standard which requires RC to be physically seen and progresses in the areas of health, education is monitored and documented every 3 months. Updates of these data into STEP is prioritized and promoted wherever the processes are proven efficient in our context and as far as our current STEP centralized set-up could afford.

World Vision child sponsorship enhances the quality of World Vision’s transformation development and public awareness ministries by providing sponsors, children, and their families and communities with a service that allows sharing of other resources, hopes and experiences in a way that it can transform both. Child sponsorship provides the majority of resources for transformational development. Therefore, child sponsorship is a required core competency of World Vision.

Reflecting Christ’s love for children, World Vision child sponsorship creates a special relationship between children, their families and communities, and sponsors that contribute to the transformation of all toward the wholeness of life with dignity, justice, peace and hope.

World Vision Vietnam’s sponsorship program is implemented across all Area Development Programs (ADPs), In 2013, a total of around 67,000 registered children are in World Vision Vietnam's sponsorship program. 

PURPOSE OF POSITION: 

To support WVV in building and enhancing Sponsorship Service Operations focusing on children’s well-being and the transformation of registered children, their families and communities and sponsors. 
To provide administrative assistance to the Sponsorship Manager and Sponsorship Cluster Officer regarding to correspondence process and other sponsorship processes so that the Sponsosrhsip Unit of NO is able to provide effective technical support to the ADPs in managing sponsorship project activities and fully meeting sponsorships operating standards.  

	ROLE DIMENSION/DESCRIPTION
	End Results Expected
	Time Spent

	CORRESPONDANCE AND SPECIAL MAILING

	· Routine correspondences are processed in a timely manner and in compliance with the Sponsorship standards and Child Protection policies.
· Overdue correspondences of ADPs are minimized and followed up so that the sponsor letters are replied on time as sponsorship requirements.
· The quality of correspondences are screened to ensure they are adequate and consistent content with child data and the translation is correct.
· Support Office and ADP’s queries and requests are handled effectively in a timely manner and in accordance with the sponsorship standards.
· Special mailings, i.e. New Year Card, Child’s Annual Progress Report, Spontaneous letters, ADP Manager’s letters, Farewell letter, etc. are designed and processed/sent to sponsors or support offices with creativity and in accordance with the sponsorship standards.
· Correspondence and special mailing plans are made in consultation with the Sponsorship Cluster Officers with effective monitoring and review.
	50%

	ADMINISTRATION AND OTHER SPONSORSHIP BUSINESS PROCESSES
	· Sponsor visits details receive appropriate approval from national director and sent to PACCOM (via the Guest and Government Department) on time in careful consideration of the child protection policies
· Sponsorship diskettes are processed as per system standards and weekly discrepancies are sent to the sponsorship cluster officers for follow-up.

· System upgrades and incidents are handled in coordination and consultation with the IT department.

· Annual Data Reconciliations are done as per the partnership schedule; Appropriate documents on the memos to SOs and discrepancies are well kept on file.

· Data Entry plan is made and monitored as per the team POA.; training and coaching are provided to data entry casual staff.

· Administration tasks (routine purchase, printing contract, meeting logistics…) are done as per regulations.

· Casual staff/volunteer plan is made and casual staff/volunteer’s attendance is checked and attitude /performance  supervised.
· Technical trainings are provided to casual staff and volunteer on sponsorship standards and business process guidelines.

· Assistance is provided to sponsorship cluster support staff in ADP data analysis, Annual Visit, CS Review, ADP follow-up… as requested.

· Other sponsorship business processes (GN reconciliation, weekly pending correspondence list, overdue report consolidating, check IL file, QU logbook…) are completed if assigned.
	50%


	No. Direct Report:
	0 (or Various) 
	Positions Supervised:
	Casual staff, volunteers, or translator at NO

	Other Reporting Relationships
	No

	Financial Authority
	No 

	Annual Total Budget
	

	Decision Making Authority
	 Within WVV Policies and Guidelines 


	Important Functional Relationships: 

List below all the contacts required in this position in order to efficiently accomplish the objective of the position.

	
Contacts

	Reason for Contact
	Frequency of Contact 

(Daily, Weekly, Monthly)

	Sponsorship Director/ Manager 
	To get overall guidance and approval 
	Daily 

	SSO Team Members 
	Work assignment, Learning and sharing about knowledge, skills and experience, Work Review
	Daily

	ADP Sponsorship Assistants/Facilitators
	Technical Support, Sponsorship Standards/Guidelines 
	Daily

	Support Offices
	Correspondences/Initiatives/Policies/Guidelines
	As assigned by the Manager or Cluster Officer

	Sponsors
	Correspondences/Sponsors Visits 
	As per request


	Major Challenges:

<List below some of the major challenges unique to this role and solutions or approaches to these challenges>

	
Challenge

	Possible Approaches/Solutions

	· The job requires details, carefulness and high level of accuracy of too many RC and their information while the concerned people (from support offices and ADPS) are working from far distance.  
	· Trainings on work delegation, computerized systems, time management, information management.

	· Have to work with many people (ADP Sponsorship Assistants/Facilitators, support offices, Sponsorship volunteers, …) to get the work done; continuous changes and new initiatives/standards to adopt; many urgent deadlines to meet.  
	· Be trained on communications skills, relevant technical skills, facilitation skills and organization skills. 


	Knowledge, Skills, Abilities:

(The following knowledge, skills, and abilities may be acquired through a combination of formal schooling, self-education, prior experience, or on-the-job training.)

	Education
	· Bachelor’s Degree 
	· Essential

	Knowledge & Skills
	· Conceptual understanding of and commitment to development work, especially Christian, child-focused, community-based development concepts, approaches and processes; 
· Demonstrated training and facilitation skills; 
· Good time management and organizational skills; 

· Good interpersonal and communications skills;  
· Good English, especially email/letters writing skills; 
· Good computer skills in Word, Excel, Powerpoint and email;
	· Preferred
· Preferred 

· Essential 

· Essential 

· Essential 

· Essential 

	Experience
	· Experience in community development or with NGO.

· Experience in capacity building for local stakeholders/partners. 
	· Preferred

· Preferred

	Work Environment
	· Work in a team environment with  great diversity 
· 25%  time of ADP visits is expected 

	Core Capabilities:


	Achieving Capabilities:


Achieving quality results and service

Practicing accountability and integrity

Communicating information effectively

	
	Self-Managing Capabilities:


Demonstrating Christ-centre life and work
Learning for growth and development

Maintaining work/life balance and effectiveness

	
	Thinking Capabilities:



Thinking clearly, deeply and broadly
Understanding the Humanitarian Industry

Understanding World Vision’s mission and operations

Practicing innovation and creativity

	
	Relational Capabilities:



Building collaborative relationships
Practicing gender and cultural diversity

Influencing individuals and groups


	Prepared by P&C:                               
	Date Revised: 2 August 2010

	Reviewed by Sponsorship Manager : 
	Date: 

	Agreed by Hiring Manager: 
	Date: 

	Agreed and accepted by Job Holder: 
	Date:


� Board Policy on Sponsorship – Approved by WVI Board


� As above.
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