[image: image1.png]Wworld Vision i

VIET NAM



WORLD VISION VIETNAM
POSITION DESCRIPTION

	KEY POSITION INFORMATION

	Job Title
	People and Culture Officer
	Hay GL
	13

	Reports To
	People and Culture Director
	Work Unit
	Vietnam People & Culture

	Department
	People and Culture Department  
	Work Location
	Hanoi


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, WVIV’s work focuses on children, ensuring they are protected and their basic needs are met. WVIV has been funded from 12 support countries in Europe, Asia, the Americas and Australia. Funding of WVIV consists of sponsorship program funding (70%) and PNS/grants (30%). WVIV employs about 430 staff, of which 99% are Vietnamese nationals. 
Currently, World Vision Vietnam is operating in 5 zones: North 1 (Hoa Binh and Dien Bien), North 2 (Yen Bai – Tuyen Quang), North 3 (Thanh Hoa, Hai Phong), Central (Quang Tri, Quang Nam, Da Nang) and South (Quang Ngai, Ho Chi Minh, Dak Nong). WVIV’s AP usually focuses within one administrative district of a province which populated by ethnic minority people with high rates of poverty. A uniqueness of WVIV’s Development Program Approach (DPA) is that AP team members are based at district level where the AP is located, which enables them to work closely with government partners and communities on a daily basis. Beside the APs, WVIV is also implementing different Special and Grant Projects to meet the specific needs of vulnerable children in both AP and non-AP areas.  
PURPOSE OF POSITION: 

· To undertake all P&C functions in the assigned zone including Employment, Recruitment, Performance Management, Training and Development, Staff Engagement and P&C information management with supervision and support from P&C director. 

	Role Dimension
	End Results Expected
	Time Spent

	1. Recruitment

	· Work with department heads to understand current and future staffing needs in alignment with strategic directions and operating plans, then define appropriate recruitment, retention and downsizing strategies

· Facilitate the standard recruitment processes (including reviewing JDs/TOR, advertising vacancy, screening, shortlisting, interviewing, preparing written test, organizing fieldtrip, checking reference, and drafting job offer, preparing employment contracts) in an effective, timely, fair and transparent manner to select qualified candidate for the job
· Coordinate orientation process for new hires to equip them with knowledge & understanding on the WV’s organization & policy. 
	30%

	2. Employment
	· Facilitate employment and separation process in compliance with WV’s Policies and Labor Law
· Handle staff grievances & disciplinary action processes in consultation with the P&C Director and line manager following Labor Law, WVV’s policies and WV principles on employee relations.

· Monthly update all staff changes to Payroll, Government Social Insurance Agency (SI Hanoi) as well as Personal Insurance Agency in an accurate and timely manner.

· Administer Insurance and Trade Union benefit claims for assigned staff in compliance with Insurance package & Trade Union regulations.
	20%

	3. Performance Management


	· Introduce and provide support and coaching for all the managers and staff about the performance management system and tools to ensure performance management process (performance agreement, mid-year review and year-end review) of all the staff is conducted in a timely and professional manner.

· Coach and support line managers in conducting the Performance Improvement Process for staff who have performance or attitude issues in accordance with the law and WV policies. 
	10%

	4. Learning and Development


	· Provide ongoing coaching and support to manager and staff to identify specific learning/development needs, develop and implement individual development plan as part of Performance Management Process. 
· Support managers and staff to develop their core competencies in alignment with WV’s competency framework for leaders and for all staff. 
· Facilitate the implementation of Talent Management Process including talent identification, development and review, in working closely with the line managers. 

· Provide inputs to succession plans for critical roles and career development plans for top talents and provide support in implementing them.  
	10%

	5. Staff Care & Employment Engagement 
	· Facilitate staff engagement survey (Annual Our Voice Survey) to engage and get feedback from staff on Staff and Organizational Well-being aspects and work with relevant departments/ teams to response the survey results. 
· Facilitate the implementation of staff engagement and staff care initiatives and policies to ensure well-being and engagement of staff 

· Ensure that the all the staff enthusiasm and effort are recognize timely at appropriate platforms 
· Make meaningful contribution to internal social network platform (Yammer) and regular reflection sessions to cultivate the organizational culture in alignment with WV’s core values and promote employment engagement. 
· Cooperate with line management to ensure that all WVI ethos, core values are subscribed to and lived out by all staff 
	15%

	6. P&C Information Management
	· Maintain up-to-date personnel profiles for all staff under zone in charge

· Make sure all paper works are filed in its correct section and in a timely manner. Out of date and irrelevant document are sorted out and to be stored away properly so that they can be retrieved quickly

· Maintain & update employee data/changes on Our People in a timely & accurately manner to use for reporting & decision making

· Provide P&C monthly reports and updates in a timely & accurately manner.

· Provide statistic of the assigned zone as required
	15%


	No. Direct Report:
	None
	Positions Supervised:
	N/A

	Other Reporting Relationships
	Volunteer (if any) 

	Financial Authority
	None 

	Annual Total Budget
	None    

	Decision Making Authority
	 Within WVV Policies and Guidelines 


	Important Functional Relationships: 

	Contacts
	Reason for Contact
	Frequency of Contact

	P&C Director 
	Top get overall guidance, coaching and approval 
	Weekly  

	Other P&C staff 
	Sharing updates/information/lessons learnt and resources, cross checking for consistency of P&C practices across the country.  
	Weekly/Monthly 

	Line managers 
	Consultation and give advices and support on P&C matters: recruitment, staffing, employment, performance management, learning & development
	Weekly

	Staff 
	Communication of P&C policies

Employment Contracts (extension, changes)

Workshops/Trainings
	Weekly

Monthly

Quarterly

	Other departments 
	Update payroll information, final settlement benefits, etc. 

Get support on staff’s digital/system accounts and P&C systems

Conduct purchases for P&C 

Coordinate learning/orientation events 
	When required

	Labor agencies 
	Compliance with the local laws on labor registration, compulsory insurances, and recruitment, and courtesy.
	Monthly  

	Other NGOs, HR Practitioners 
	Networking within the HR Group for information and best practices sharing
	Monthly 

	Consultants 
	Consultancy Services for department/ AP/Projects 
	Weekly 

	Insurance Companies 
	Insurance benefits/claims
	Monthly 


	Major Challenges: 

	
Challenge 

	Possible Approaches/Solutions

	· Increased labour market competitiveness and availability of jobs in both private and non-profit sectors in the country; 
· Many positions are supposed to be based at the community in remote area.
	· Constantly seek and use creative (non-conventional) and flexible strategies to attract and retain committed talents.

	Knowledge, Skills, Abilities:

	Education
	· A bachelor degree in a relevant field, 

- Degree in Human Resource Management

	Knowledge & Skills
	· Ability to assess projected workforce needs and source, attract, screen, and select potential candidates in an effective and transparent manner.

· Ability to facilitate and maintain a healthy employee to employer relationship that is in compliance with local employment legislation.

· Ability to design, implement and evaluate staff development solutions that result in improved staff performance.

· Ability to design and implement employee engagement initiatives, including team building, staff care, health and well-being solutions and employee engagement survey. 

· Ability to research, plan, implement and administer cash remuneration and health & welfare benefits in alignment with the total rewards philosophies. 

· Ability to develop and support performance management processes and systems, materials and training, to enable high performance.       

· Ability to design and implement succession planning/ talent management/ leadership development tools, processes and practices. 

· Ability to administer People & Culture information systems, data reporting and analysis

· Ability to work alongside line managers and other stakeholders as a strategic business partner

· Ability to coach, mentor and manage staff’s performance
· Willing to support the philosophy, purpose and values of WV in its work with the poor in Vietnam. 

	Experience
	· 3-5 years of relevant working experience.

	Work Environment
	· Multitasking 

· High pressure

· Diverse working environment and culture
· Restricted context
· Required travel to rural and mountainous locations.

	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.


6 of 6

