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JOB DESCRIPTION

	Job title: Project Officer
	Effective date: December 2009

	Department: Central Highlands Office
	Location: Krong No district, Dak Nong province

	Job code:
	Type of contract: 18 months

	Reports to:  Head of Central Region Programme
	Staff directly supervised: None


	1. WORKING CONTEXT

	Founded in the United Kingdom in 1972, ActionAid International (AAI) is a secular and non political organisation working with over nine million of the poorest people majority of them living in the developing world in 47 countries across Asia, Africa, Latin America and the Caribbean. It is committed to improving the quality of life of the poorest and the most excluded people so that they can live a life of dignity.

Working towards this direction, since 1989, ActionAid Vietnam (AAV) has been operating in 20 provinces in mountainous and remote regions across Vietnam. AAV works in partnership with local partners in provinces and district levels.
As an effort to help the poor communities in flood prone areas in the district of Krong No to face positively natural disasters such as inundations etc, AAV carries out a project to provide the communities with necessary skills, knowledge so that they can self-manage whenever the disasters. In addition, the project will introduce them locally appropriate livelihood opportunities/models etc, given the frequent occurrence of disasters like flood. The new project is designed to take place in a period of 18 months starting from December 2009. 

	2. JOB PURPOSE SUMMARY

	Working under the management of the regional manager/office with technical assistance from the Emergency team. The job holder will work closely with related local stakeholders, including the Project Management Board of province to ensure that the project activities are successfully implemented as per work plan.

	3. AUTHORITY

	Actively work within assigned task

	4. KEY WORKING RELATIONSHIPS

	Internal
	External

	Regional manager, regional office, Emergency Coordinator, Project Financial Officer, Programme Officer, IPD Officer, IASL Officer
	AAV’s Donors, Partners, Governmental Officials, local NGOs, INGOs, Communities

	5. MAIN AREAS OF RESPONSIBILITY

	Key responsibilities / accountabilities
	Key performance indicators


	1. Together with the local project officer, plan, organize, manage and provide support to implementing activities in the selected communes.
	· Monthly work plan is developed.

· Monthly project activities are implemented timely as per plan.

· Periodic meetings, workshops are organised.

· Partners’ plans are reviewed to ensure they are in line with AAV’s strategic direction.

	2. Develop and submit reports


	· Regular and weekly communication with project location is ensured.

· Monthly project update is prepared and submitted to the line manager with cc to emergency team and regional office.
· Project interim report is prepared and submitted to the line manager following donor’s report format and guideline.

· Project final narrative report is prepared and submitted to the line manager following donor’s report format and guideline.

· Key project documents are translated

	3. Document and record sufficiently processes, procedures, case study etc and share lessons learnt with relevant stakeholders.
	· Processes, procedures and lessons learnt are documented/shared and scientifically recorded in the local and regional office file system.

	4. Provide support to, facilitate and organize workshops, meetings and community consultations etc. 
	· Workshops, meetings and consultations are well organized at the given time.

	5. Provide technical assistance to local staffs, including local project officer.
	· Capacity of local staff is increased.

	6. Carry out on regular basis monitoring and evaluation of activities that have been delivered. 

	· Regular monitoring and evaluation is conducted to ensure local partners implement activities as planned.

· User friendly monitoring system in place

· Internal audit trips are arranged.

	7. Participate in events once required.
	· Events are well attended.

	8. Participate as a key organizer for donor’s visit to the project areas.

	· Logistics for donors’ field visits are well arranged, and donors are provided with sufficient supports

· Donor is accompanied and taken care during her/his monitoring visits.

· Donor visibility plan is ensured.

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

	6. QUALIFICATIONS REQUIRED

	Education

· At least, University degree on development studies, social science or economics.
· Having a master degree on the above will be an advantage. 
	Work experience

· 2 years working experience in emergencies management
· Project management experience is preferable

· NGO working experience is preferable.

	Technical knowledge/skills


· Development

· Emergencies relief and responses 

· Expertise on participatory approach
· Project management cycle

· Report and proposal writing skills.
· Problem solving skills

	Language
· Fluent in speaking and writing English.  

· Fluent in Ede language will be an advantage.  

	Attitude

· Sociable, responsible, committed, 
Adherence to:
· Rights-based approach

· Poverty and injustice eradication

· Gender equality


Approved & Signed




Agreed & Signed

(Line Manager)




(Employee)
Country Director
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