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Job Description
	JOB INFORMATION

	Job Title
	Area Development Program Sponsorship Facilitator 
	Line Manager Title
	Area Development Program Manager (Line Manager)
Sponsorship Manager (Matrix Manager)

	Grade Level
	13
	Department/Office
	Field Operations

	
	
	Work Location
	Area Development Program



	





CONTEXT 

	World Vision is a Christian relief, development and advocacy organization working to improve the quality of life of people, especially children, who are marginalized and living in poverty.  World Vision helps all who are in need regardless of their religion, race, ethnicity or gender.

World Vision Viet Nam (WVIV) is supported by multiple countries and funded through a combination of sponsorship programs (majority) and Private Non-Sponsorship (PNS)/grants. WVIV operates across multiple provinces and implements Area Development Programs (ADPs) that focus on communities with high levels of poverty, often including ethnic minority populations. In addition to ADPs, WVIV implements various Special and Grant Projects to address the specific needs of vulnerable children in both ADP and non-ADP areas.

WVIV is headquartered in Hanoi, while majority of staff are based locally in ADPs and project sites across the country which enables them to work closely with government partners and communities on a daily basis.













	





JOB PURPOSE 

	The ADP Sponsorship Facilitator provides specialized support to ensure effective and compliant implementation of Child Sponsorship Operations within the ADP. Working closely with the ADP team, community collaborators, and volunteers, the role integrates Sponsorship in Programming principles while building the capacity of community collaborators to promote children’s well-being, protection, and participation. The role also ensures quality, timely, and compliant communication between children and sponsors in line with sponsorship standards and policies.













	







MAJOR RESPONSIBILITIES

	% of time
	Activity
	End Results

	20%
	Sponsorship Management and Coordination:
· Child Sponsorship Essentials:
Facilitate Child Sponsorship as a transformative relationship between children and sponsors, supporting fulfilment of donor commitments and contributing to child well-being, with emphasis on Community-Led Care & Protection and Children’s Participation and Voice.
· Child, Family, and Community Experience:
Support the implementation of sponsorship practices that contribute to positive and meaningful experiences for children, families, and communities, ensuring children’s views are gathered through appropriate feedback mechanisms and reflected in sponsorship activities.
· Sponsorship Operations Implementation:
Provide specialized support to ensure effective, efficient, and compliant implementation of Sponsorship Operations within the AP, contributing to timely delivery of activities within approved scope, timeline, and budget, in line with Sponsorship Standards.
· Integration and Planning:
Support the ADP Manager and ADP team to integrate Child Sponsorship into ADP planning and programme implementation, strengthening alignment with program priorities and outcomes.
· Sponsorship Reporting and Quality Support:
Support sponsorship reporting and quality monitoring processes, including regular review and follow-up of Child Monitoring Standards (CMS) and Sponsorship Operations Index (SOI), Exception reports, identification of issues, and coordination with relevant staff for timely resolution
· Registered Children (RC) Portfolio Management:
Support effective RC portfolio management processes, contributing to RC supply for Support Offices in line with quality standards and budget parameters, including child registration and reactivation of holds.
	Sponsorship Management and Coordination 
· Child Sponsorship Essentials
Child Sponsorship is implemented in line with Sponsorship in Programming principles, with Community-Led Care & Protection and Children’s Participation and Voice consistently reflected in sponsorship activities.

· Child, Family, and Community Experience
Children’s feedback is regularly collected and reflected in sponsorship practices, contributing to positive and meaningful experiences for children, families, and communities.


· Sponsorship Operations Implementation
Sponsorship Operations are implemented on time, within scope and budget, and in compliance with Sponsorship Standards, with operational issues identified and addressed promptly.

· Integration and Planning: Child Sponsorship is effectively integrated into ADP planning and program implementation, aligned with program priorities and outcomes.


· Sponsorship Reporting and Quality Support
Sponsorship reports, including CMS and SOI Exception reports, are regularly reviewed and followed up, with issues analyzed and coordinated for timely resolution.

· RC Portfolio Management 
RC portfolio management processes support adequate RC supply for Support Offices, meeting quality standards and budget parameters, including timely child registration and reactivation of hold

	20%
	Sponsorship in Programming:
· Sponsorship Integration:
Facilitate the integration of Child Sponsorship into ADP Annual Plans, Technical Programmes (TPs), and Community Engagement and Sponsorship Plan (CESP) activities to ensure sponsorship commitments are reflected in programme implementation. Support the application and regular review of Sponsorship Risk Management measures. Contribute to strengthening community, family, and children’s understanding of sponsorship as a pathway to positive change
· RC and MVC Inclusion and Participation:
Support and facilitate the participation RC in planned ADP activities and age-appropriate TP and CESP interventions, in line with Sponsorship Standards. Promote the inclusion of MVC in sponsorship where appropriate. Ensure child participation data is accurately collected, updated in HOPE system, and shared with the ADP Manager and relevant staff to monitor RC well-being and participation
· Community Engagement and Sponsorship Communication:
Support community-based sponsorship communication by delivering key sponsorship messages and facilitating community engagement activities. Work with parents, caregivers, and community members to strengthen understanding, ownership, and participation in sponsorship initiatives.
· Child Sponsorship Contribution to Community‑Led Care & Protection:
Support the ADP team in ensuring Child Sponsorship contributes effectively to local child care and protection systems. Facilitate child selection, monitoring, and follow-up processes through local Child Protection Committees and in coordination with child protection structures, including:
· Child Selection: Support community-based RC selection processes, ensure required documentation is completed, and facilitate community participation.
· Child Monitoring (CMS): Support the implementation of RC monitoring activities in line with Child Monitoring Standards.
· Case Management and Follow-up: Support the regular review and updating of child well-being and case management data in HOPE system, and facilitate timely reporting and follow-up in accordance with protocols related to child death, sickness, accidents, and protection concerns.
· Program Linkages: Share and discuss CMS, child well-being, and RC participation data with the ADP team to inform appropriate follow-up actions and program responses
	Sponsorship in Programming:
· Child Sponsorship is effectively integrated into ADP Annual Plans, Technical Program, and CESP activities, with Sponsorship commitments and risk management measures consistently applied and reviewed.
· RC and, where appropriate, Most Vulnerable Children (MVC) participate safely and meaningfully in age-appropriate programme activities, with accurate and up-to-date participation and well-being data recorded and used for monitoring and decision-making.
· Communities, parents, and caregivers demonstrate improved understanding, ownership, and engagement in Child Sponsorship through consistent community-based communication and engagement activities.
· Child Sponsorship contributes effectively to community-led child care and protection systems, with child selection, monitoring, case management, and follow-up processes implemented in line with standards and supported by timely data sharing and program linkages.
 

	25%
	Sponsor and Child Engagement:
1. Nurture Sponsor–Child Connections
Facilitate timely, accurate, and meaningful communication between sponsors and RC to strengthen relationships and mutual understanding
1. Sponsor Engagement and Child Participation
Support the planning and implementation of sponsor engagement features (e.g. IL, SL, CR, CGV, CPA, CC, APR)[footnoteRef:2] to ensure they contribute to child participation, life skills development, and children’s voice. Support the delivery of sponsor communications through programme activities in line with approved activity designs. [2:  IL: Introductory letter; SL: Sponsor Letter; GN: Gift Notification; EL: Electronic Letter; APR: Annual Progress Report; CEW: Child Expression Worksheet; CC: Christmas Card; FL: Farewell Letter; BB: Birthday Bounce-back] 

1. Efficient Management and Delivery of Sponsor Engagement Features
Facilitate the effective use of systems, tools, and practices to manage sponsor–child communications (e.g. IL, SL, GN, EL, APR, CEW, CC, Queries, FL, BB, Sponsorship 2.0 content) in compliance with Sponsorship Standards and timelines.
1. Quality Assurance and Translation
Conduct quality reviews and facilitate translation of Sponsorship 2.0 products and sponsor–child correspondence to ensure accuracy, clarity, cultural appropriateness, and that emotional meaning is clearly conveyed to both children and sponsors
· Production and Delivery of Communication Materials
Support coordination of the design, development, quality assurance, and administration of sponsorship communication materials in collaboration with relevant teams
· Sponsor Visits
Plan and facilitate sponsor visits in coordination with the ADP team and relevant stakeholders, ensuring sponsors are well supported, protocols are followed, and visits create positive and meaningful engagement with children and communities.
· Capturing Transformational Stories
Support quality communication by capturing and documenting transformational stories. Contribute to the collection and sharing of lessons learned, good practices, innovations, impact stories, photos, and videos for sponsors and other stakeholders
	
· Strong sponsor–child relationships are maintained, with timely, accurate, and meaningful two-way communication that enhances mutual understanding and sponsor satisfaction.
· Sponsor engagement features are effectively implemented and embedded within program activities, contributing to increased child participation, life skills development, and children’s voice in line with approved designs.
· Sponsor–child communications are efficiently managed and delivered, meeting Sponsorship Standards and timelines, with consistent use of approved systems and tools and minimal delays or quality issues.
· High-quality sponsorship communications are ensured, with Sponsorship 2.0 products and translations that are accurate, culturally appropriate, emotionally meaningful, and clearly understood by both children and sponsors.
· Sponsorship communication materials are produced and delivered effectively, with coordinated design, quality assurance, and administration that supports program and sponsorship objectives.
· Sponsor visits are well planned and positively experienced, with full compliance to protocols and meaningful engagement between sponsors, children, and communities, strengthening trust and partnership.
· Transformational stories and evidence of impact are consistently captured and shared, demonstrating program outcomes, good practices, and innovations through high-quality stories, photos, and videos for sponsors and other stakeholders.

	10%
	Quality Assurance and Risk Management:
· Child Protection and Data Quality
Facilitate compliance with sponsorship and child protection policies, standards, and procedures in sponsorship data management and practices. Support the accurate and timely updating of child information in relevant systems, and promote data protection in line with World Vision guidelines.
· Awareness and Compliance
Support awareness-raising among community members, sponsors, RC, and ADP staff on sponsorship protocols, child protection requirements, and Sponsorship Standards to promote consistent and safe implementation.
· Sponsorship Risk Management
Support the identification, documentation, and mitigation of sponsorship-related risks at ADP level. Contribute to Sponsorship Risk Assessment processes, and other accountability or review mechanisms by providing relevant information and follow-up support to strengthen compliant implementation.
	Quality Assurance and Risk Management
· Sponsorship and child protection practices are consistently applied, with sponsorship data managed in compliance with World Vision policies, standards, and procedures, and child information accurately and timely updated in relevant systems.
· Child data is safeguarded, with data protection requirements understood and practiced by staff and partners in line with World Vision guidelines.
· Stakeholders demonstrate increased awareness and compliance with sponsorship protocols and child protection standards, resulting in safer and more consistent sponsorship implementation at community and ADP levels.
· Sponsorship-related risks are identified and addressed in a timely manner, with appropriate mitigation actions documented and followed up at ADP level.
· Sponsorship Risk Assessments, and accountability reviews are effectively supported, with relevant information provided and follow-up actions contributing to improved compliance and reduced risk exposure

	10%
	Sponsorship Systems and Processes
· Support the implementation of Sponsorship Business Processes to achieve efficient and compliant outcomes. Identify operational issues affecting compliance with standards and support reviews or contextualisation of processes in coordination with ADP and National Office teams.
· Child Data and Records Management
Coordinate child data record management, including data quality, entry in SSUI, monitoring, tracking, exception reporting, and follow-up, in line with partnership standards and timelines.
· Sponsorship Systems Functionality
Coordinate with WV Digital Transformation team to support the maintenance and regular updating of sponsorship systems, child data systems, and Horizon Mobile, in line with WVIT protocols. Support the proper functioning of Sponsorship Business Systems at field level, including accurate data flow and reconciliation between APs, the National Office, and Support Offices.
· Data Storage, Filing, and Security
Support compliance with policies on storage, filing, and safe-keeping of child data, sponsor information, sponsorship documents, and systems. Promote data security practices in line with child protection, data protection, and World Vision policies.
	Sponsorship Systems and Processes
· Sponsorship business processes operate efficiently and comply with required standards and timelines.
· Child data is accurate, complete, and regularly updated, with exceptions followed up in a timely manner.
· Sponsorship systems function reliably at field level, with data flowing correctly between APs, the National Office, and Support Offices.
· Data discrepancies and system issues are promptly reported, coordinated, and resolved.
· Child and sponsor data are securely stored and managed in compliance with child protection and data protection policies.


	10%
	Capacity Building and Collaboration:
· Facilitate reflection and learning processes with community collaborators and volunteers to strengthen understanding of Child Sponsorship, child participation and voice, and community-led child protection, ensuring children’s perspectives meaningfully inform learning and improvement.
· Design and facilitate capacity-building activities for community collaborators, volunteers, children, and partners on Sponsorship standards and key practices, including child participation and engagement, SOI, correspondence, rich media, and relevant Sponsorship policies and processes
· Identify capacity gaps among community collaborators and volunteers at ADP level and apply appropriate learning approaches—training, coaching, mentoring, and practical accompaniment—to address these gaps and strengthen day-to-day Sponsorship implementation
· Provide practical training and ongoing support to community collaborators and volunteers on relevant digital tools and systems (e.g. Horizon features, Mobile, Rich Media), including hands-on practice and performance checks to ensure correct and confident use.
· Inspire, equip, and support community volunteers and Child Well-Being (CWB) committees to function as active agents of change for children, with the skills, attitudes, and emotional readiness required to meet Child Sponsorship requirements.
· Strengthen the capacity of emerging child and adolescent leaders through appropriate training and accompaniment, enabling safe, meaningful participation and leadership within community and Sponsorship processes 
	Capacity Building and Collaboration:
· Community collaborators and volunteers demonstrate improved understanding of Child Sponsorship, child participation and voice, and community-led child protection, with children’s perspectives consistently reflected in community learning, planning, and improvement processes.
· Sponsorship standards and key practices (child participation and engagement, SOI, correspondence, rich media, and relevant policies and processes) are applied more consistently and with improved quality at ADP and community levels.
· Identified capacity gaps among community collaborators and volunteers are systematically addressed through appropriate learning approaches, resulting in stronger day-to-day Sponsorship implementation and reduced errors or non-compliance.
· Community collaborators and volunteers confidently and correctly use relevant digital tools and systems (e.g. Horizon features, Mobile, Rich Media), contributing to timely, accurate, and quality Sponsorship outputs.
· Community volunteers and Child Well-Being (CWB) committees function as active and reliable agents of change for children, meeting Child Sponsorship requirements and providing safe, supportive, and emotionally responsive engagement with children and families.
· Emerging child and adolescent leaders are equipped to participate safely and meaningfully in community and Sponsorship processes, with increased confidence, leadership skills, and opportunities to influence decisions affecting their well-being.


	5%
	Other Responsibilities 
Perform other duties as assigned by the manager to contribute to the team performance.
	

	GENERAL/ORGANIZATIONAL RESPONSIBILITIES

	· Demonstrate consistent commitment to World Vision’s mission, vision, core values, and policies in all areas of work. 
· Act as an ambassador for World Vision’s brand by adhering to established brand and communications guidelines in all external engagement and communication products. 
· Take responsibility for personal safety and security, proactively identifying and managing risks, and supporting the safety of colleagues and WVIV assets in line with security training and guidance. 
· Take ownership of continuous self‑learning and professional development to strengthen performance and leadership capacity.

	







KNOWLEDGE/QUALIFICATIONS FOR THE ROLE

	Required Professional Experience
	· Minimum 3–5 years of experience in community-based development work.
· Practical experience in programme implementation, community mobilization, and participatory approaches.

	Required Education,
training, license,
registration, and
certification
	· Bachelor degree, preferably in education, public health, community development, social work or related field
· Motorbike driving licence

	Preferred Knowledge
and Qualifications
	· Basic understanding of child-focused, community-based development and commitment to World Vision’s values.
· Working knowledge of key development areas relevant to Child Sponsorship, including child protection, health and nutrition, livelihoods, resilience, and child participation.
· Ability to support programme implementation and basic monitoring with communities and partners.
· Strong facilitation and communication skills to work effectively with community collaborators, volunteers, local partners, children, and ethnic minorities.
· Good written & verbal communication skills in Vietnamese, and basic English.
· Ability to learn independently, reflect, and continuously improve performance.
· Functional computer skills (Word, Excel, PowerPoint, email, internet).

	Travel and/or
Work Environment
Requirement
	Be based at ADP liaison and travel when needed 

	Physical
Requirements
	Satisfactory pre-employment medical report verified by medical doctors from licensed hospitals



	



KEY WORKING RELATIONSHIPS

	Contact (within WV or outside WV)
	Reason for contact
	Frequency of contact

	ADP Manager 
	Overall guidance, planning alignment, and performance support
	Daily 

	ADP Team Members 
	Coordination and collaboration in program and Sponsorship implementation
	Daily  

	Sponsorship Unit and Zonal Sponsorship Officer
	Monitor RC participation and well-being; track Sponsorship benefits; provide Sponsorship training and awareness
	Daily

	Technical Program Officers 
		



	Technical guidance and quality support



	Weekly

	Government Partners 
	Coordination for assessment, design, implementation, monitoring, and evaluation of sponsorship activities
	Weekly

	Local collaborations and volunteers
	Day-to-day program and Sponsorship implementation, monitoring, and follow-up
	Daily

	Functional department
	Partnership, networking, and relationship building
	When needed

	Other NGOs and stakeholders
	Partnering, Networking, Relationship Building
	Occasionally


	







DECISION MAKING

	As per the levels of authority of WVI Viet Nam 



	CORE COMPETENCIES – For all positions, select the top 3 prioritized competencies from below. Click here for a quick overview of our Core Competencies.

	☐ Be Safe and Resilient
☒ Deliver Results
	☐ Build Relationships
☐ Be Accountable
	☐ Learn and Develop
☒ Improve and Innovate
	☒ Partner and Collaborate
☐ Embrace Change

	For Management positions only, select the top 2 prioritized competencies from below.

	☐ Model Self-Management
	☐ Engage, Influence, Lead and Grow Others
	☐ Run an Effective and Agile Organisation
	☐ Develop the Organisation for the Future

	APPROVALS 

	Reviewed by Zonal Manager: (signature & full name)

	

	Endorsed by Interim P&C Manager: (signature & full name)

	

	Approved by Acting P&C Director: (signature & full name)
	

	Effective date:
	01 January 2026
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