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WORLD VISION VIETNAM
POSITION DESCRIPTION

	KEY POSITION INFORMATION

	Job Title
	Project Assistant – “Hope in Class”

	Hay grade
	12

	Reports To
	Project Manager – Hope in Class

	Department/Group
	Field Operations 
	Location
	Yen Thuy AP


WORK CONTEXT / BACKGROUND:

World Vision is a Christian relief and development organization working to create lasting change in the lives of children, families and communities living in poverty. World Vision serves all people regardless of religion, race, ethnicity or gender. As a child-focused organization, WV’s work focuses on children, ensuring they are protected and their basic needs are met. WVV has funding from 13 support countries in Europe, Asia, the Americas and Australia. Funding of WVV consists of sponsorship program funding (70%) and PNS/grants (30%). WVV employs about 420 staff, of which more than 99% are Vietnamese nationals. 

The strategic focuses of WVV include: (i) children protection from all forms of abuse, exploitation, violence and injury; (ii) reduction of malnutrition rate of children under 5 through integrated approach; (iii) sustainable livelihood for poor households to support sustainable well-being of children.  

Currently, World Vision Vietnam is implementing 36 Area Programmes (APs) which operate in 14 provinces Beside the APs, WVV is also implementing PNS/Grant Projects to meet the specific needs of vulnerable children in both AP and non-AP areas. 
Building “Hope in Class” to end violence against children at school project is a PNS funded by World Vision Switzerland. The project aims at building a safe, loving and cooperative environment at school through building children’s capacity to behave in a positive, loving and cooperative way, and enhancing the involvement of teachers and parents in educating children on life skills and living values, and in building a loving and safe school environment. 
To achieve the goal, the project is designed with the following outcomes and outputs:

Outcome 1: Increased capacity of children to build a loving and safe environment in school 

Output 1.1 Increased opportunities to practice learned skills and build relationships among children

Outcome 2: Enhanced capacity and responsibilities of schools/teachers and parents to build a loving and safe environment in school

Output 2.1 Increased awareness and responsibilities of education leaders and teachers

Output 2.2 Increased awareness and participation of parents in building loving and safe school environment.

Outcome 3:  Enhanced development and implementation of policies on promoting life skills for children and parent engagement in ending violence against children in school

Output 3.1: Increased engagement and advocacy of local community and authorities in ending violence against children at school

The project activities will be implemented under the management of Yen Thuy AP Manager who provides overall support to the Project Assistant and 4 involved AP teams including Yen Thuy, Lac Son, Mai Chau and Da Bac with technical support from Technical Program Officer on Child Protection. 

PURPOSE OF POSITION: 

· To  build a safe, loving and cooperative environment at school through building children’s capacity to behave in a positive, loving and cooperative way, and enhancing the involvement of teachers and parents in educating children on life skills and living values, in building a loving and safe school environment in Hoa Binh province (including Yen Thuy, Lac Son, Mai Chau and Da Bac districts). 
· To provide assistance to the Project Manager in coordinating the project activities in accordance with the work plan and budget plan approved by the donor with a view to the ownership of local communities and government when the project ends.

	ROLE DIMENSION / DESCRIPTION
	End Results Expected
	Time Spent

	Planning 

	· Assist Project Manager to work with 4 APs and with technical consultation from the Zonal Child Protection Officer to develop detailed annual POA and ensure the active engagement of local partners in delivering outputs and activities. 

	10% 

	Implementation, Monitoring and Reporting 

	“Hope in class” project is socialized/sensitized to beneficiaries, relevant authorities, and partners through workshops and training.  
· Assist Project Manager in implementing the project activities at the Provincial level.
· Assist Project Manager to prepare TORs, work with relevant department to hire qualified consultants, follow-up with consultancy works in line with TOR, coordinate with 4 APs in delivering expected results.
· Assist Project Manager to participate in selected meetings with Project Management Boards (PMB) and Child Protection Committees for reflection and planning.

- Assist Project Manager to monitor project activities at the field level to ensure the project goal and outcomes are achieved.
- Assist Project Manager working with 4 APs to prepare Monthly, quarterly and annual project as per deadlines.
- Assist Project Manager to file “Hope in Class” related documents including agreements with Donor, partners properly for audit purpose. 
- Assist Project Manager to follow strictly WVV and Donor finance procedures and guidelines. Ensure appropriate expenditures/utilization, transparency and integrity of all expenses. 
- Assist Project Manager in working with 4 APs to conduct project baseline survey, assessment, final evaluation, and output monitoring. 
	60%

	Relationship and Collaboration

	· Assist Project Manager to build and nurture effective partnership with relevant agencies (Provincial/District officers, commune officials, members of VDBs, DPMB/CPMB, and volunteers).

· Assist Project Manager to collaborate with technical programme officer/manager and other AP staffs to ensure good integration of “Hope in Class” project with child protection intervention.
	15%

	Capacity building and Documentation

	- Assistance is provided to capacity building for local and government counterparts who will carry out project activities at grassroots levels through coaching after training.
- Assist Project Manager to document project good practices, lessons learnt and Most Significant Change stories etc. 
	15%


	No. Direct Report:
	0
	Positions Supervised:
	No

	Other Reporting Relationships
	

	Financial Authority
	No 

	Annual Total Budget
	FY22: US$ 98,050
FY23: US$ 44,800

	Decision Making Authority
	 Within WVV Policies and Guidelines 


	Important Functional Relationships: 

	
Contacts

	Reason for Contact
	Frequency of Contact 

(Daily, Weekly, Monthly)

	Project Manager 
	To get overall guidance and approval 
	Daily or Weekly

	Zonal Child Protection Technical Officer
	To get technical guidance and inputs
	Technical issue based

	Project Bookkeeper in 4 APs
	Financial Management and Policy
	When needed

	AP staffs in 4 Aps (AP Manager, staff who are assigned to be in charge of the project implementation at 4 APs)
	Collaboration Sharing/learning; events co-organization
	daily

	Volunteers, Local Partners
	 Assessment, Design, Monitoring and Evaluation of the project.
	Weekly/ When needed

	Suppliers & Consultants 
	Purchases, Training/Capacity Building activities
	When needed

	Major Challenges:

	
Challenge

	Possible Approaches/Solutions

	· Frequently travel (50% of time) to project sites in the remote areas is required.
	· Travel policy (per-diem, housing and transportation support) 

	· Skillful and tactfully communication in engaging stakeholders from 4 APs

	·  Continuously guiding and coaching by Project Manager


	Knowledge, Skills, Abilities:

(The following knowledge, skills, and abilities may be acquired through a combination of formal schooling, self-education, prior experience, or on-the-job training.)

	Education
	· Bachelor degree or equivalent certificate of social work, community development or related fields
	· Essential

	Knowledge & Skills
	· Conceptual understanding of and commitment to development work, especially Christian, child-focused, community-empowerment development concepts, approaches and processes; 

· Community mobilisation skills, including networking/coordination among different local partners; 

· Demonstrated training and group facilitation skills; 

· Good time management and organizational skills; 

· Good interpersonal and communications skills;  

· Good English, especially report writing and reading skills; 

· Good computer skills in Word, Excel, PowerPoint and email;
· Good knowledge in media engagement and public engagement


	· Preferred

· Essential 

· Essential 

· Essential 
· Essential
· Preferred
- Essential
-Preferred

	Experience
	· 1-2 years of relevant work experience.

· Experience in INGO-funded project planning and implementation.
	· Essential 
· Preferred

	Work Environment
	· Work in a team environment; based in Yen Thuy AP
· 50%  of time is required for field visits

	Core Competencies: 
	Be Safe and Resilient:


I take care of my personal well-being and support others to do the same.

	
	Build Relationships:


I treat others with empathy and respect so that trust grows and we can speak the truth with love.

	
	Learn and Develop:



I create opportunities for myself and others to grow, strengthen competence and improve performance.

	
	Partner and Collaborate:



I engage and influence networks of people beyond my role to make a bigger difference than we could alone.

	
	Deliver Results:

I focus on and help achieve the things that matter most, with clear evidence of my contribution

	
	Be Accountable:

I exercise wise stewardship showing sound judgment and integrity in the decisions and choices I make.

	
	Improve and Innovate:

I seek and discover new and better ways of doing things, solve problems, and turn ideas into action.

	
	Embrace Change:

I approach change and the opportunities it offers with openness and courage and I encourage others to do the same.
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