MO TA CONG VIEC / JOB DESCRIPTION ace:
Chuwong trinh Anh Chi Em / Anh Chi Em program (ACE) anh chi em

VI TRi / POSITION Nhéan vién Hanh chinh va Nhan su/ HR and Admin Officer (HAO)

Quan ly truce tiép: / Trudng bo phan Tai chinh, Hanh chinh va Bao cao tgi:/ Trudng b phan Tai chinh, Hanh chinh
Line manager: Nhan su/ Reporting to: va Nhan su/
Finance, Admin and HR Manager (FARM) Finance, Admin and HR Manager
(FARM)
Giam sat: / Trg ly Trwdng chi nhanh (chuyén mén mang Pia diém lam viéc: / Van phong chinh clia ACE va c6 thé di
Supervising: hanh chinh)/ Working location: cong tac / ACE Head Office with
Branch Assistant (administrative related) possible travelling

VE CHUONG TRINH ANH CHI EM / ABOUT ANH CH| EM PROGRAM (ACE)

Tang quan vé ACE / Overview about ACE
Anh Chj Em (ACE) [a chuang trinh tai chinh vi mé dugc thanh lp nam 2007 tai tinh Dién Bién bdi Entrepreneurs du Monde (EdM) (T6 chitc
Doanh nhan Thé Gidi) - mét t6 chirc phi chinh phl ctia Phdp theo cac can ci phép ly sau :

1.Gidy dang ky hoat dong do Cuc Ngoai vu - B6 Ngoai giao cap

2.Gidy chitng nhan Chuang trinh, Dy &n tai chinh vi mé do Ngan hang Nha nudc cip

3.Van ban thda thuan vai UBND tinh Dién Bién.
ACE cung cdp dich vu kinh té& - xa hi va dich vu tai chinh dugc thiét k& phu hgp véi ngudi ngheo va dugc két hgp dé thic ddy phuong phap
tai chinh vi md xa hdi nham nang cao vj thé kinh t&, xa hdi va dap ing nhu cau phat trién clia nhitng ngudi dé bi tén thuong, chl yéu la nhitng
phu ni* ngudi dan téc Thai sdng dua vao cac hoat dong nong nghiép.
ACE is a microfinance program created by a French non-governmental organization - Entrepreneurs du Monde (EdM) in 2007 to operate
microfinance activities in Dien Bien province based on the following legal basis:

1.0perational Registration issued by Department of Foreign Affairs belonging to Ministry of Foreign Affairs

2.Microfinance Program Resgistration issued by State bank of Vietnam

3.MOU with the People’s Committee of Dien Bien Province.
ACE’s capacity building services and pro-poor financial services have been designed and intrinsically combined to promote a social and
sustainable approach of microfinance adapted to the needs of the most vulnerable, mainly Black Thai women living of farming activities.

Tam nhin / ACE vision
M6t thé giGi xanh, mot cong ddng hanh phc, phét trién bén virng va binh déng vé co hoi.
A green world, a community with happiness, sustainable development and equal opportunities.
St ménh / ACE mission
Nang cao vi thé kinh t& xa hoi clia ngudi nghéo va nhirng ngudi dé bi tén thuong thdng qua cung cap cac dich vu tai chinh va dich vu xay dung
nang luc cé trach nhiém mot cach bén virng.
To empower the poor and vulnerable people in remote areas through the provision of responsible financial and capacity building services
in a sustainable way.
Cdc hoat déng chinh / Main activities :
= Cungcdp tin dung vi mod va tiét kiém nho
Microcredits and microsavings services
= Cé&ctap hudn coban vé cac chi dé ndng nghiép, gido duc tai chinh va xa hoi
Basic trainings on agriculture, financial literacy and social topics
= Tuvan cé nhan ho va két ndi khach hang téi cac co quan, té chirc xa hoi, ngudi st dung lao ddng va vdi bat ky co hdi kinh t& nao.
Individualized counseling and connection of beneficiaries with specialized social organizations, employers and any other
identified economic opportunities.
Gia4 tri c6t 16i / Core values:
= Chungta la nhirng ngudi tan tdm va san sang hoan thanh nhiém vu dugc giao pho;
We are dedicated and responsive people;
= Chungtaton trong gia tri con ngudi va sy da dang;
We respect diversity and value people;
= Chungtacam két phat trién toan dién nang luc tiém ndng clia khach hang;
We commit to comprehensively develop immanent capacity for our partners;
. Chuing ta minh bach, liém chinh va chuyén nghiép;
We are transparent, honest and professional;
= Chulngtatao cdm hing cho cai tién va d6i mdi sang tao dé€ phuc vu ngudi nghéo ngay mot tét hon.
We are transparent, honest and professional.



MO TA CONG VIEC / JOB DESCRIPTION

1.

Quan ly co s& vat chat lam viéc va tha tuc mua sam hanh chinh/ Management of physical working conditions and administrative
purchasing

Dam bao ACE c6 du cac van phong lam viéc can thiét dat yéu ciu cho van hanh va diéu kién lam viéc cho nhan vién;

Ensuring ACE to have necessary offices meeting the operational needs with quality working environment for staff;

S&p xép, t6 chiic, dAm bao khdng gian lam viéc gon gang, sach sé, khoa hoc;

Arranging, organizing, ensuring offices to make it tidy, clean and effective;

Mua sam, theo ddi, quan ly va kiém ké van phong pham, trang thiét bi, tai san; Pam bao du dung va hoat déng tét;

Purchasing, following up, managing and taking inventory of stationery, equipment and furniture, assets; Ensuring them enough in quatity
and able to operate well;

Thuc hién tha tuc thanh toan déi véi hang hda/dich vu thudng xuyén nhu dich vu buu chinh, dién thoai, Internet, ...hodc céc thanh toan khac
theo sy phan cong;

Carry out payment procedures for regularly arising goods/services such as postal services, telephone, Internet... or others following
assignment;

L&p va theo dbi viéc thuc hién cac hgp dong kinh t€, mua ban;

Drafting and following up the implementation of economic contract, purchasing contract;

Dam bao an ninh van phong va tiét kiém nang lugng.

Ensuring office security and energy saving.

Quan ly van thu, lwru triv, hé théng théng tin, bao cdo / Management of Documents, Archives, Information Systems, Reports

Soan thao cong van, tai liéu, van ban hanh chinh, bién ban cudc hop, bdo céo;

Drafting documents, minutes and reports;

Nhan/gti va theo di, phan loai cong van di/dén;

Receiving/sending and following up, classifying outgoing/incomping documents/correspondence;

Theo ddi, tdng hgp, ddm bao tinh day di va ddng ti€n do cac bao cdo ma ACE phai gui theo luat dinh, theo yéu cau ctia ddi tac va cua EdM;
Overseeing, sythesizing, ensuring the completeness and timeliness of reports that ACE has to submit following legal requirements, partners’
and EdM’s requirements;

T8 chirc s&p xép, Litu tru’ (c& ban cling va ban mém) cong van, tai liéu, bdo cdo mdt cach khoa hoc, dé tra ciu/tim kiém va dam bao bao mat
thong tin;

Organizing, arranging and storing (both hard and soft) documents and reports in a scientific manner, easy for looking up/searching and
ensuring information security;

Thuc hién viéc sao luu nhdm bao vé dir liéu;

Conduct backup to protect data;

Gi6i thiéu, hudng dan nhan vién ACE c6 lién quan vé phan mém.

Introducing, guiding relevant staff about ACE softwares.

Phu trach thu tuc hanh chinh lién quan dén con ngudi/ Responsible for administrative procedures relating to human resources

Quan ly ho so nhan sy bao gom thu thap, cap nhatva luu trir gidy to nhan su;

Managing employee records, including collecting, updating and storing employee documents;

Lap va theo d6i cac hgp dong, van ban cé lién quan dén nhan sy hodc phuc lgi cho nhan sy nhu hgp déng lao dong, hgp dong vdi cong ty bao
hiém, ...

Drafting and following up contracts and documents relating to HR or benefits for HR such as labour contract, contract with insurance
company

Lam cdc tha tuc thanh toan ché do bao hiém cho nhan vién; Luu trit va phat cho nhan vién ching tir bao hiém lién quan dén quyén Lgi cla
nhan vién nhu thé BHYT, t0 roi...

Carrying out payment procedures for employees' insurance including Social Insurance and Body Insurance. Store and distribute to
employees Insurance documents related to Employee's benefits (Health insurance card, separate sheet...)

Hb trg qud trinh tuyén dung nhu dang tin tuyén dung, sang loc hd so, sdp xép lich phong van...;

Supporting recruitment process, such as recruitment posting, profiles screening, interview scheduling...;

Thuc hién céc thl tuc nhap viéc cho nhan vién mdi, bao gdm chuén bi hgp dong lao dong, gidi thiéu vé ACE, cap phat trang thiét bi d6 dung
cho cong viéc;

Conducting onboarding for new staff, including preparing labour contract, introduction about ACE, delivering equipment, furniture for work;
Thuc hién va quan ly viéc chdm cong.

Implementing and managing timekeeping for staff.

Cung cap théng tin, giai thich va hd trg nhan vién trong viéc st dung cac ché do phuc lgi ciia ACE nhu bao hiém, phu cép...

Providing information, explaining and supporting staff in using ACE’s benefits such as insurance, allowance...

Thuc hién cac thi tuc hanh chinh lién quan dén ngudi nudc ngoai dén lam viéc tai ACE;

Conducting administrative procedures for foreigners to work at ACE



i Dam bao cac hdu can can thiét cho nhan vién, ddi tac, chuyén gia thuc hién cong viéc ACE.
Ensuring necessary logistics for staff, partners, experts to conduct work at ACE.

j Lap b&o céo lién quan dén nhan sy theo yéu cau ndi bd va co quan quan ly;
Preparing staff reports as requested internally and by government departments;

k.  H&trgphantich cac dif liéu va chi s vé nhan su, giip cung cap cac thong tin va tham muu cho qud trinh ra quyét dinh;
Supporting analysis of data and indicators, enabling the provision of information and advising for decision-making;

4. H6 trg méi quan hé hanh chinh véi cac doi tac va khach ctia ACE/ Administrative communication with ACE partners and guests
a. Tiép nhan dién thoai va chuyén t6i ngudi phu trach
Answering and transferring phone calls to who is responsible.
b. Donti€p khach dén lam viéc tai ACE.
Receiving and welcoming guests in ACE
¢.  Lamviéc vdi ca quan nha nudc, can bd nha nudc, chinh quyén theo sy phan cong;
Working with state offices, agencies, departments and authorities as assigned;
d. Lamviéc vai déi tdc nha cung cap hang hoa, dich vu theo sy phén cong;
Working with suppliers as assigned;

5.  Té chirc swkién/ Events organization
a. Lénké&hoachvaté chirc cac s kién ciia ACE nhu hdi nghi, hdi thao, sinh nhat, [& ky niém...
Planning and organizing ACE events such as conference, workshop, birthday, anniversaries...
b.  Thuc hién céc thl tuc hanh chinh theo yéu cau phép ly dé dugc té chire sy kién;
Conducting administrative procedures as required by legal framework to organize the events;
c. Chuan bi hau can cho su kién.
Preparing logistics for the events
d. Diéu phéi sy tham gia ctia cac bd phan cho su kién; Biéu phdi trién khai sy kién;
Coordinating the participation of other departments/ branches for the events; Coordinating the implementation of the events.

6. Congviéc ho tro khac/ Other supporting works
Thuc hién cac cong viéc hd trg khac (dwa trén kha nang thuc hién nhu ndng luc chuyén mén, sy phi hgp vé khéi lugng cong viéc) khi dugc yéu
cau, bao gom nhung khong gidi han :
Perform other supporting tasks (depending on capacities such as expertise, workload) when being required, including but not limited to:
a.  Hbtrg nhém van hanh nhu hd trg gidi ngan, nhap liéu, quan ly két... khi can
Supporting operation team, such as disbursement, encoding, cash safe management... when needed
b. H6 tro FARM thuc hién céc thu tuc phap ly cho ACE khi dugc yéu cau;
Supporting FARM to conduct legal procedures for ACE when being required;
c. Hbtrg cac nghiép vu k& todn khi can.
Supporting accounting tasks when needed.

YEU CAU NANG LU'C CHUYEN MON / PROFESSIONAL CAPACITIES REQUIREMENT

Yéu cau vé nang lwe Nang lwe 1a diém cong
Qualifications and Education Requirements Preferred Skills and Educational Background
e T8t nghiép dai hoc chinh quy trg 1én; e  Cokinh nghiém trong tai chinh vimé & khu vuc
Full-time university graduated or above; ndng thoén hodc trong T chirc phi chinh phi nudc
e Thanhthao ti€ng Viét va tiéng Anh. ngoai la mot lgi thé;
Proficiency in Vietnamese and English Prior experience in microfinance in rural areas orin
e Ky nang mdy tinh thanh thao: MS office; INGO is an advantage.
Good computer skills: MS office; e Co6kinh nghiém vé nhan su, hanh chinh, hé théng
quan ly thdng tin, té chirc sw kién, phap ly, van thu
lwu trir;

Having management experience in HR,
administratives, management of information
system, event organization, legal framework,
documentation and archieves;

YEU CAU NANG LU’C COT LOI / CORE CAPACITIES REQUIREMENT

1. Tinhliém chinh, chju trach nhiém, chl dong, minh bach;
Integrity, accountable, proactive, transparent ;

2. Thé hién mirc d6 dang tin cay va cam két cao déi vai cac st ménh xa hoi;
Demonstrate high level of trustworthiness and commitment for social missions;

3. Canthan, chiu khd, c6 kha nang xtr ly, quan ly nhiéu nhiém vu ciing mét lic (da nhiém)
Careful, hardworking, multitasking skill



4. Tap trung cao va xtr ly cong viéc chinh xac
High concentration and accurate work handling
5. Trungthuc, quyét doan va can than
Be honest, decisive and careful
6. COkynang phan tich va giai quyét cac van dé phat sinh.
Strong analytical and problem-solving skills
7. S&nsangvacé kha nang tu hoc, hoc bang cach lam, nhiét tinh / cdi ma& dé chia sé kién thitc va kj nang cho cac thanh vién trong nhém;
Willingness and being capable self-studying, learning by doing, being enthusiastic/open minded to share knowledge and skills to the team
members;
8. Khananglam viéc dudi ap lyc;
Ability to work under pressure;
9. Ky nanggiao ti€p tét, ky ndng lang nghe;
Good communication, listening skills;
10. CO6 ky lutva kha ndng té chirc cong viéc;
Rigor and sense of organization;
11. Bung han (trong viéc thuc hién cac nhiém vy, viéc ndp bao cao, v.v.);
Punctuality (in the execution of tasks, the submission of reports, etc.).

CHU KY XAC NHAN / SIGNATURE:

Ngwoi phé duyét / 1. Trwéng bo phan nhan sy - hanh chinh - MIS / HR - admin - Ngay va chir ky ctia nhan vién / Date and signature of employee:
Approved by: MIS manager: Nguyén Thi Dung

2. Gidam d6c chuong trinh / Program Manager: Nguyé&n Thuy

Duong
Ngay va chir ky / Ngay va chir ky cia quan ly tryc ti€p / Date and signature of direct
Date and manager:

signature:




