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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 Integrated Coastal and Mangrove Protection Programme / Climate Change and Coastal Ecosystems Programme (ICMP/CCCEP) is working in five Mekong Delta provinces and on national level. Focus of the national component lies on development of the policy framework, up scaling, and institutional development as well as overall program support. 
The programme is looking for a qualified candidate to fill the following position in An Giang province: 
Administrative Assistant cum Interpreter
Duty Station: An Giang 

Duration: Initially until August 2014, possibly to extend to August 2017
Main responsibilities:
· Administer the overall smooth, uninterrupted functioning of the project office, daily operational execution of all project  affairs including petty cash management, procurement, logistic support, travel arrangement, visa arrangement, contract preparation, filing of documents etc., according to GIZ procedures;

· Provide interpretation and translation from Vietnamese into English and vice versa;

· Maintain the excellent communication with the programme’s national counterparts, the GIZ Office, and other relevant institutions and persons;

· Intensively participate in the preparation, organisation and implementation of workshops, events, meetings;

· Assist the principal advisor in his/her administrative tasks; 
· Performs other related duties as assigned

Minimum requirements
· University degree in Economics, Foreign Languages or Accounting;

· At least 3 years of professional working experience in a similar position, experience in similar position in a project/ programme of development cooperation is an asset;
· Good translation/Interpretation skills for English and Vietnamese; specific knowledge of technical terms used in water management, hydrology, development assistance and poverty reduction, is an asset.
· Basic knowledge of accounting software;
· Good working knowledge of modern telecommunication systems (including e-mail, fax and internet);

· Excellent command of relevant computer programs (primarily MS Office);
· Excellent communication skills;

· Dynamic, self-motivated, service oriented, willing to learn, able to work under pressure within a limited time frame
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 May 15th 2014
Note: Please state “Application for the Admin Assistant cum Interpreter – CCCEP, An Giang” in the subject line or on the envelope.
The short-listed candidates will be contacted within 4 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)
