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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 project “Flood protection and drainage of medium-sized coastal cities in Vietnam to adapt to climate change” aims at the improvement of capacities of public institutions and the urban population to better cope with the increasing frequency and intensity of urban flooding. On national level, the project will advise the Ministry of Construction and the Ministry of Natural Resources and the Environment to improve the framework for urban flooding sector policy. There will be a close coordination with the National Steering Committee on Climate Change. 
On provincial and city level, cities and provinces will be supported to develop action plans to adapt to climate change as well as emergency plans. 
The Project requires a qualified local professional for the position of:
Administrative Assistant 

Duty Station: Quy Nhon, Vietnam 

Duration: Initially until February 2015
Main responsibilities:
· Administer the overall smooth, uninterrupted functioning of the project office, daily operational execution of all project  affairs including procurement, logistic support, travel arrangement, contract preparation, filing of documents etc., according to GIZ procedures;
· Maintain the excellent communication with the projects national counterparts, the GIZ Office, and other relevant institutions and persons;

· Intensively participate in the preparation, organization and implementation of workshops, events, meetings;
· Assist the technical advisor in his/her administrative tasks;
· Perform other duties and tasks upon request of the management team
Minimum requirements
· Bachelor or Diploma or similar qualification from a recognized clerical college;

· At least 2 years of sound working experience in administrative/secretarial work;

· Excellent proficiency in written and spoken English;
· Excellent communication skills;

· Good organizational skills;

· Dynamic, self-motivated, willing to learn, service-oriented and able to work under pressure;  

· Professional use of relevant computer programs (e.g. MS Office, MS Word, MS Excel)

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 28 February 2014
Note: Please state “Application for the Admin Assistant – Flood Proofing Project, Quy Nhon” in the subject line or on the envelope.
The short-listed candidates will be contacted within February 2014. Telephone contact is not encouraged.
GIZ – YOUR PARTNER FOR A BETTER FUTURE

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