
JOB DESCRIPTION 
 

 

Job Title: PR & Event Coordinator 

Department: PR and Event    Reports: PR & Event Manager 

 

Events: 

- Work together with Manager to produce an event flow adequate to the mission of the events. 

- Coordinate all parties involved in event production. 

- Assist Manager in communicating with donors, meeting & listening to their demands & 

requirements. 

- Assist Manager in event-related document translations, if any. 

- Working with designer to make sure all the finished-products are correct for the events’ activities 

 

Social Media: FB and website 

- Ensure VCF’s Social Media networks are timely updated.  

- Ensure VCF’s websites are timely updated.  

 

HTV: 

- Assist Director in planning the content and logistics for Connecting Love Program. 

- Support HTV team in writing the content and make sure the information of each episode is 

correct before it goes on air. 

- Make sure the filming trips are arranged well among all the parties. 

- Support program teams 

- Support outreach team in report and planning  

- Support Capacity team and HBVN team in organizing the donor events of the program such 

as press conferences, handover ceremonies, check presentations. 

 

Press Coverage: 

- Primary contact with Press Friends who write about VCF.  

- Coordinate with donor press team to assure Press release (PR) is written with proper info on the 

program, quote and VCF info in each release. Get approvals from CEO, Dev Director for each 

PR. 

Requirement 

- Have Bachelor’s degree in Event/PR/Marketing or management major 

- At least 1 year experience in related position 

- Good skill in writing including press release and other public content writing in Vietnamese and 

English 

- Have knowledge of social media networks 

- Good presentation skill and event organizing skill. 

- Good communication skill to build good working relationships with partners, press and donors 

- Problem solving and analytical skills. 

- Creative and be able to contribute the ideas 

- Active, initiative, flexible with passion to learn and to work.  

- Be able to work under pressure and work in weekend/overtime if needed 

- Be able to travel 

- Have a good sense of responsibility 

- Have passion with charity especially children 

- MS computer skills 



The VinaCapital Foundation gives equal opportunity to every candidate, regardless of religion, race 

and gender. A competitive salary, benefits and career development opportunity will be offered and 

commensurate with the experience, qualifications and responsibilities.  

 

Our contact details are: 

- Ms. Tran Quang Minh Thu – PR & Event Manager 

- Email: thu.tran@vinacapitalfoundation.org 

- Address: 14E21 Thao Dien street, Thao Dien ward, Dist 2, HCMC 

- Tel: 08 3827 8787  

- Organization Name: VinaCapital Foundation 

- Location: Ho Chi Minh  

- Application Deadline:  2017-04-30 

-  
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