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	Vacancy Announcement


The Deutsche Gesellschaft für Internationale Zusammenarbeit (GIZ) GmbH is an international cooperation enterprise for sustainable development with worldwide operations. As a federally owned enterprise, we support the German Government in achieving its objectives in the field of international cooperation for sustainable development. In Viet Nam, we have been working with our partners since 1993. We contribute to the improvement of living conditions for Vietnamese people via approximately 20 programmes and projects covering the following three priority areas of cooperation: 1) Vocational Training; 2) Environment; and 3) Energy. 

	The Vietnamese-German Projects “Creation of an overarching framework for Nationally Appropriate Mitigation Actions and Monitoring, Reporting & Verification (MRV) in Vietnam” (NAMA Project) and “Strategic Mainstreaming of Ecosystem based Adaptation in Vietnam” (EbA Project) are two projects of German Technical Assistance to the Ministry of Natural Resources and Environment. Through policy and strategy advice, conception and implementation of concrete measures capacity development and systematic knowledge transfer, the projects make important contributions to achievement of Vietnam’s objectives regarding adaptation and mitigation to climate change. The Projects require a qualified local professional for the position of: 
Administration Officer 

Duty Station: Hanoi, Vietnam 

Duration: Initially until December 2017
Reports to: Head of Administration, Management of Natural Resources Programme (MNR)



Main responsibilities:
· Administer the overall smooth, uninterrupted functioning of the accounting and finance operations of the two projects on Ecosystem based Adaptation and Nationally Appropriate Mitigation Actions, daily operational execution of all related project affairs including issuance of bank payments, voucher processing, bookings, contract and local grant preparation etc., according to GIZ procedures;

· Maintain the excellent flow of communication and an effective coordination with the project staff of both projects, the GIZ Head of Administration of the environment sector, the GIZ Office, and other relevant institutions and persons;

· Ensure an overall smooth and correct functioning of the financial accounting system of both projects in line with GIZ Financial and Accounting guidelines, standard procedures and rules;

· Assist the Chief Technical Advisor in administrative duties.
Minimum requirements
· University degree in Economics or Accounting;

· At least 5 years of professional working experience in a similar position, experience in similar position in a project/programme of development cooperation is an asset;

· Demonstrate excellent accounting, financial management and communication skills;

· Good working knowledge of modern telecommunication systems (including e-mail, fax and internet);

· Excellent command of relevant computer programs (primarily MS Office),

· Excellent proficiency in written and spoken English, knowledge of German is an asset;

· Dynamic and self-motivated character.

Successful candidates will enjoy good working conditions with a friendly and creative working environment, open corporate culture, competitive benefits and compensation and good policies of training and development.

Interested qualified candidates are invited to send the application in English, including copies of relevant certificates and references, either by email (to hr-giz@giz.de) or by post (to GIZ Office Hanoi, 6th Floor Hanoi Towers, 49 Hai Ba Trung Street, Hanoi, Vietnam), before January 11th 2014
Note: Please state “Application for the Administration Officer - NAMA and EbA Projects” in the subject line or on the envelope.
The short-listed candidates will be contacted within 3 weeks after the deadline. Telephone contact is not encouraged.
GIZ – YOUR PARTNER FOR A BETTER FUTURE

(For further information please visit our website: www.giz.de)
