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	Development Programme Coordinator

(initially 2 year fixed term)

New Zealand Embassy in Ha Noi

Locally Engaged Staff

Head of NZ Aid Programme in Viet Nam
August 2014

	Delegations
	The position does not have any direct reports

The position has no delegated financial responsibility

	About the New Zealand Embassy in Ha Noi
	The New Zealand Embassy in Ha Noi) represents the New Zealand Government to the highest standards of professional excellence in diplomacy, trade negotiations, international development and consular services. This is done by building connections with the host country that enables the New Zealand Government to achieve more than they could alone. 

New Zealand Embassy in Ha Noi takes a distinctively New Zealand approach, reflecting New Zealand’s diversity and heritage. Our values are professionalism, leadership, respect, collaboration and innovation.

	About New Zealand Aid Programme 
	The New Zealand Aid Programme (NZAP) is the New Zealand Government’s international aid and development programme under the NZ Ministry of Foreign Affairs and Trade. Our mission is to support sustainable development in developing countries in order to reduce poverty and contribute to a more secure, equitable, and prosperous world.

	About the Position
	The Development Programme Coordinator plays a major role by contributing to the advancement of New Zealand’s foreign policy/ development policy interests by assisting with the in-country management of the New Zealand Aid programme in Viet Nam. 
This will be a 2 year fixed-term position.

	Relationships
	The position is required to build and maintain the following relationships: 
Internal (within Embassy)

· Ambassador

· Seconded staff

· Other locally engaged staff

External (outside Embassy)

· Government of Viet Nam contacts

· Peers in other development organisations, INGOs, civil society, and key diplomatic missions

· Development project partners

· International Development Group (IDG) and other New Zealand Agencies

· International and national development consultants

	Key accountabilities 
	Project Management

· Active and effective monitoring and evaluation of project implementation and achievement of milestones/results including: on-going communication with partners to ensure an understanding of risks and opportunities, actively working with partners to resolve emerging issues and improve project quality, drafting formal monitoring visit reports following site visits, drafting annual Activity Monitoring Appraisal reports, appraising and commenting on partner reporting and ensuring reports received on time and to standard, organising/participating in evaluation missions, drafting Activity Completion Appraisal reports, organise independent audits of projects as required.

· Develop and appraise project concepts and design documents as required.

· Research and develop ideas for new activities.

· Manage relationships with and performance of international and national contractors and consultants.

· Ensure project alignment with Vietnamese government priorities and strategies and harmonisation with other donors.

· Develop strong and constructive relationships with partners and government and community stakeholders.

Strategy, Policy and Planning

· Contribute to the development of NZAP policies, regional and country strategies, and subsequent reviews for improved programme effectiveness. 

· Actively engage in relevant sector working groups and with development partner, civil society and government stakeholders to ensure broad understanding and recognition of NZ contribution and to help shape and improve projects and engagement.

· Undertake research, consult with relevant stakeholders, and provide quality policy advice on key development issues in Viet Nam and the broader region as required.  

· Contribute to NZAP strategy and operational planning/reporting processes.

Communications

· Prepare articles and press releasesfor media and information for the public as required. Give presentations and briefings on NZAP activities as required at meetings, seminars or workshops. Contribute to Embassy social media engagement.

Financial Management and Administration

· Contribute to NZAP annual planning and budget processes as required. 

· Actively monitor budgets and financial management and accountability systems for projects including managing expenditure and overseeing payments.

· Ensure payments are administered according to NZAP and Embassy procedures and audit requirements, payments are recorded, and expenditure remains within the budgets set for each project.

· Ensure key documentation on project activities on file is complete and accurate.

· Prepare funding arrangements and contracts for programme partners in accordance with NZAP procedures and in consultation with NZAP in Wellington.

· Provide interpretation for Head of NZ Aid Programme in Viet Nam and translation of documents as required.
Other

· Undertake other duties as required

· Provide back-up duties as required

	Qualifications, skills and experience
	· A Masters degree in a discipline relevant to international development assistance.

· At least 5 years project management experience in a donor agency, multilateral organisation or INGO. 

· Excellent relationship management, analytical and problem solving skills, and English/Vietnamese written and oral communication skills.

· Ability to work both independently and collaboratively as part of a small team.

· Willingness to travel outside Ha Noi – including to remote locations.



	Additional comments
	· The job holder is expected to perform other duties as can reasonably be regarded as incidental to the position description and other duties within their experience and capabilities from time to time. 
· The Embassy environment requires an ability to maintain confidences and manage sensitivities that may occur in this environment.




