
 

TITLE:  OSV Program Coordinator 

DEPARTMENT: OSV – HCMC office 

REPORTS TO: Programs Director 

MANAGER OF: N/A 

  

GENERAL SUMMARY OF DUTIES:  

This position will be the key agent managing and coordinating on-going activities of all local and 

international mission activities and programs within Vietnam, with focus on Southern provinces. The 

Programs Officer is responsible for all activities pertaining to the operations, logistics of planning and 

executing the missions conducted in the country include all pre-post, before, during, after and follow ups.  

The position requires frequent travel within Vietnam. 

  

ESSENTIAL FUNCTIONS: 

1. Missions and Program 

- Act as the in-country mission coordinator. Responsible for before, during and after mission 

logistics.  

- Preparation of respective programmatic reports to include but not limited to mission and 

education programs as well as the creation and management of the programs/missions associated 

budget.  

- Work together with the Programs Executive/Manager and Regional Coordinators on the 

development of local mission plans, team comp and provide necessary and prompt mission 

information to team members. 

- Assist OSV’s management on identification and development of partner hospitals relationship. 

- Liaise with and maintain fluid communication with mission sites and partner hospitals throughout 

the year 

- Help on the creation and establishment of patient follow-up program and POP for mission sites. 

- Assist the Regional Medical Record Coordinator to build up the medical records system in a well 

manner and, if possible, integrate it with the Regional Electronic Medical Records (EMR) 

- Manage the inventory for medical supplies and equipment maintenance. 

- Work with in-country Medical Advisors to ensure that patient standards of care are adhered to 

and are in accordance with the policies and guidelines set forth by Operation Smile, Inc. and the 

Regional Office. 

- Prepare pre-post and follow up mission reports. 

  

2. Non- Medical Volunteers 

- Assist the foundation in establishing non medical volunteers committee and strengthen it. 

- Promote and recruit non-medical volunteers as necessary. 

  

 3. Medical Volunteers: 

- Work with the Regional Volunteer Coordinator to establish a system to recruit, retain, register 

and coordinate medical volunteers from in and outside of the country. 

- Liaise with H.O and Regional Credentialing Coordinator to make sure all medical volunteers are 

credentialed according to the policies and guidelines set forth by Operation Smile. 

- Coordinate medical education exchange participation. 

- Assist the Credentialing Coordinator to maintain the medical volunteer database. 

  

4. Other: 

- Assist and support other departments, undertake other tasks as and when required by 

supervisor/manager. 



 


