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    JOB DESCRIPTION

	Job title: Program Support Officer
	Effective date: 1st January 2012

	Department: Programme
	Location:  Hanoi office with travels to the fields

	Reports to:  Programme Manager
	Type of contract:  Fixed term/Regular

	Staff directly supervised: No
	JD consulted with: Program Manager


	1. WORKING CONTEXT

	Founded in the United Kingdom in 1972, ActionAid (AAI) is a unique international organisation, working with over 25 million people in more than 40 countries for a world free from poverty and injustice.

ActionAid's head office is in Johannesburg. ActionAid is the only large international development organisation with head office based in Africa, with offices in Asia and the Americas connecting ActionAid's work in Europe. 

ActionAid started working in Vietnam since 1989, established its Representative Office in Hanoi in 1992. Since then, it has been focusing the work to end poverty and promote sustainable development in mountainous, remote and difficult regions as well as poor urban areas across Vietnam. ActionAid works in partnership with local partners in different provinces and applied Human Rights Based Approach to all of its works.



	2. JOB PURPOSE SUMMARY

	Provides support in facilitating the overall operation of the programmes/projects in Program Department and support the line manager in coordinating the activities between the programmes/projects in AAV.

	3. AUTHORITY

	Actively works within assigned tasks

	4. KEY WORKING RELATIONSHIPS

	Internal
	External

	· All program staff, 

· All other functions in AAV
	· AAV’s Donors, Partners, Governmental Officials, INGOs

	5. MAIN AREAS OF RESPONSIBILITY

	Key responsibilities / accountabilities
	Key performance indicators

	1. Is responsible for programme/project administration and filing
	· A good (soft and hard) filing system of programme/project report and document is set up, maintained and updated

· Contact database is set up, maintained and updated

· Requested programme/project documents and communication are translated in high quality and in a timely manner

· Meetings, travel, and other administrative tasks are efficiently planned and executed

	2. Involves in donor servicing
	· Donors and visitors receive sufficient information and get supported

· Sponsors are well accompanied to the field when required

· Collection of data/information for donor servicing is done in time.

	3. Supports  and communicates programme/project activities
	· When assigned to support POs/regional offices, requirement for assistance is satisfied to ensure the smooth functioning of the programme/project 

· A regular and effective communication among the program team and partners at regional offices is maintained

· All information regarding the progress and operation of programme activities is updated and informed to relevant staff

· Contribution to mainstream gender in all aspects of the programme/project is provided

	4. Assists in organizing, supports, capacity building to local partners 
	· Needs and opportunities for training and capacity building for partners are identified

· Training, workshops are delivered/coordinated to improve partners’ programme knowledge, technical skills, and management capacity

	5. Maintains / establishes, develops and manages partnership
	· Communication with all stakeholders is maintained regularly

· Annual Partnership Meeting is well organised

· MoUs between AAV and relevant partners are prepared, signed filed and kept updated.

	6. Compiles DA’s documents and reports


	· Programme/project related reports are compiled and written timely and properly when required

· Monthly program update report is compiled and sent to Programme Manager

· Partners’ staff receive sufficient supports in compiling reports and filing information of the specific programmes/projects when required

· Program six-month reports to PACCOM is well compiled and timely submitted

· Reports of Spain funded DA to ActionAid Spain are synthesised and delivered to Funding and Fund Raising Department

· Reports on donors’ field visits are compiled as required

· Key functional documents are translated timely and with good quality.

	7. Provides administration and support to maintain and update website doitacaav.vn
	· Technical support to local partners is provided when required

· Training for local partners is provided as needed 

· The website is operated well and smoothly

· Relevant Information of AAV is uploaded on the website timely

	8. Provides coordination to implement the MoU with Thieu nhi dan toc Newspaper
	· Coordination between AAV and the Newspaper is maintained.

· Relevant stakeholders are informed with updates

· Articles from the DAs are revised and sent to the Newspaper regularly on fortnight basis.

· Is responsible for all information uploaded on site, in compliance with AAI’s and AAV’s communication requirements.

	Others
	· Other tasks as assigned by line manager are well performed

	6. QUALIFICATIONS REQUIRED

	Education

· University degree on social science, economic or development studies 
	Work experience

· At least 3 year relevant working experience

· NGO working experience is preferable

	Technical knowledge/skills


· Negotiation, facilitation and presentation skills

· Knowledge of local level issues

· Communication& Website management skills

· Report writing skills

	Language

· Excellent Vietnamese and English



	Attitude

· Sociable, responsive, committed

· Accountable

· Teamwork
	Adherence to:

· Human rights-based approach

· Poverty and injustice eradication

· Gender equality

	Competencies
	Level
	Required
	Preferred

	Culture responsiveness
	3
	
	

	Organisational understanding
	3
	
	

	Communication
	3
	
	

	Accountability
	3
	
	

	Collaboration
	3
	
	

	Negotiation
	2
	
	

	Planning & organising
	3
	
	

	Analytical ability
	2
	
	

	Compliance
	3
	
	

	Quality focus
	2
	
	


(The competency level is ranked highest at “4” and lowest at “1”)

Approved & Signed




Agreed & Signed

Line Manager





(Employee)

Date:                                                                                             Date: 

HROD Manager

Date:
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