Plan in Vietnam

Job Description

	Job Title:  Project Officer
	Job grade: 

	Reports to: Program Unit Manager  

	Working Location: Hanoi PU

	Unit/ Department:  Hanoi Program Unit
	Effective date: 1st April , 2014


	Purpose: 
To act as Project Officer position of Grant-funded project name “Towards an engaging child protection system” in Hanoi PU period 1st April 2014 to 31st December 2014
To act as back up for Project Specialist of grant- funded project name “ Gender Responsive School Pilot Model” in Hanoi period 1st Jan 2015 to 30th June 2015.


	Job Responsibilities: 

A  Project Officer will work closely Hanoi finance facilitator and with the regular support from ex-Child Protection Specialist of Hanoi PU together with Country Child Protection Team to facilitate project partners, which are Hanoi DOLISA, Thanh Xuan DOLISA, Soc Son DOLISA and local NGO CSAGA to fully implement the designed project activities. The temporary Project Officer will have the following responsibilities:
· Manage all the assigned project activities with the total project budget of about 39,700$ for the period April 2014 to December 2014 
· Facilitate partners to fully implement the approved project activities as detailed in approved Annual budget for CY 14.
· To support partners to prepare for quarterly detail project implementation plan based on the approved GAD and facilitate these partners to complete all planned project activities.
· To make sure partners complete quarterly project payment, narrative and financial reports on time and in good quality.
· Be responsible for preparing monthly narrative reports and quarterly financial report on time and with sufficient information.
· To pay regular field visits to project location to monitor project activities and reflect results in field trip log book and PPM log monthly. 
· Act as bridge to connect CSAGA with Thanh Xuan to cooperate with each other towards project success. Also support CSAGA in raising their credit in governmental agencies in Thanh Xuan
· To make sure smoothly hand out project  following Plan policies and procedures in Dec 2014
· To provide support and assistance to the direct Supervisor as required 
From Jan 2015, the Child Protection PO will act as backup person for Project Specialist of grant funded project “Gender Responsive School Pilot Model”. He/she will work with the Project Coordinator, the Finance Officer, Gender specialist with support from Hanoi Program Unit Manager, to  continue facilitate government partners namely Hanoi Dept of Education; local NGO namely CSAGA, and ICRW to implement the approved project activities. The detail roles and responsibilities will be developed in later stage


	Knowledge and skills requirements:

Experience:

· Minimum of three years experience in PO position in Plan Vietnam;

· Experience in  managing the project to support vulnerable children and girls

· Experience in facilitating the project handled by  ministerial, provincial level and  local NGOs
· Demonstrated communication skills within a cross-cultural environment.




	Knowledge and skills:

· Knowledge of policies and issues related to child protection and child protection system in Vietnam
· Knowledge of Human Rights and  Convention on the rights of the child
· Good  English skills, both oral and written

· Interpersonal and influencing skills 

· Negotiation skills 

· Conceptual and analytical skills

· Ability to work in team

· Ability to build external relationships and network 

· High level of computer proficiency



	We have carefully reviewed this Job Description and are satisfied that it fully and accurately describes the requirements of the position.
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	I have read the Job Description and discussed the contents and agreed with my line manager.
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