Job Specification: Medical Supervisor

Department: Medic

Position Grade: 8

Reports to: Medical Manager (MM)

No. of subordinates: Senior Medics/Team Medics
Working time %: 100%

Location: Quang Binh/ Quang Tri

MAG'’s Vision is a world in which everyone can live free from the enduring and devastating
consequences of armed violence, conflict and their legacy. People will live in communities where their
rights are upheld, with dignity and choice and free from fear from mines, explosive remnants of war (ERW) and
the impact of small arms and light weapons and ammunition.

MAG'’s Mission is to save lives, ease suffering and enable sustainable development by limiting the
causes and addressing the consequences of armed violence and conflict so people can live with dignity
and choice, free from fear. We will use our core skills and distinctive competence to save lives through the
removal of mines and ERW, and reduce the impact of small arms, light weapons and ammunition on people and
communities. How we do this is as important as what we do — we work primarily with and for communities, for us
‘it's all about people’.

MAG’s Values. Our values come to life through our actions, every day. How we act has an impact on others. As
someone who works at MAG, you can help to create a positive culture by demonstrating our values through
your own behaviour and actions. Everyone has a role to play in shaping our culture. Everyone should
understand our values and is encouraged to think how they are relevant to their individual role.

DETERMINED - we work with purpose

EXPERT - through excellence and expertise we build trust

INTEGRITY - we strive to do the right thing

COMPASSION - people come first in everything we do

INCLUSIVE - we are inclusive, and we value diversity

Job Purpose:
- Overall responsibility of the programme Senior Medic (SM) and team medics within their area of

responsibility.

- Direct support to the STM and Medical Manager (MM) on all programme medical matters.

- Responsible for assessing the practical skills of SM and team medics throughout the programme to
ensure that their performance is kept to the required standard.

- Overall responsibility to monitor and restock medical stores and equipment reserves. Issue and
monitor medical equipment for teams, offices, programme living quarters and vehicles.

- Monitor and conduct training for SM and team medics in Advanced Life Support.

- Monitor Basic Life Support training conducted by team medics.

Job Description

1. Thorough understanding of the medical chapter of MAG VN Standard Operating Procedures
and MAG Medical Treatment Protocols




2.
to team safety, casualty protocols and local hospital guidelines

3.

A general understanding of all programme operational Standard Operating Procedures related

Under the direction of the STM:

Monitor Senior Medic and conduct Monthly Practical Skill assessment with the Senior medic
and team medics and program any remedial training if required as directed by the TOM

Monitor teams on site CASEVAC practical assessments, procedures and subsequent
documentation

Keep programme SM and medics informed of current general health information and suitable
medical practices for a variety of incidents

Ensure MAG medication and equipment management list is up to date and utilised in a proper
manner

Responsible for the management of the province medical stock, documentation and disposal of
out-of-date items as per Vietham law

Request for the procurement of medical consumables and equipment in a planned and timely
manner

Complete Province medical monthly report by 28th of each month or as directed by the TOM
Management of staff sick leaves and management of medication prescriptions

Ensure health, hygiene and sanitation standards are maintained and satisfactory throughout the
programme

Monitor and conduct medical training for SM, team medics and other MAG VN staff as required
Manage SM and team medics, preparing monthly work plans as required

Conduct QA inspections as per MAG VN QM SOP and as requested by the TOM and STM
Conduct refresher training as per program or as directed by TOM and STM

Ensure all training materials and lesson plans are updated to current SOP and medical
protocols

Support the STM during recruitment of new medical staff

Responsible for the Programme controlled drug register and reporting to TOM and STM
Manage rotation of team medics for hospital refresher training

Any other duties requested by the TOM and STM

In collaboration with the MAG Global Medical Coordinator (GMC):

Understand guiding principles given by the MAG Global Medical Coordinator and Quality
Management

Assist the GMC during ODT visits and training where required

Assist the Global Medical Coordinator to develop and amend medical training and protocols to
ensure MAG VN implements the best practices and methodologies and report changes to the
TOM and STM

When required, assist Senior Managers investigating operational incidents/accidents

Any other duties assigned by their line management

Computer Skills:

Operate Microsoft Office software effectively. In the main Microsoft Outlook, Teams, Word,
Power Point and Excel

Operate and Monitor ArcGis

All staff are expected to undertake the following general duties:

Work within the framework of the Policy on Personal Conduct

Work within the framework of MAG’s core values, promoting its ethos and mission statement.

Work towards achieving programme and/or department business plan objectives

Ensure familiarity with and adhere to all MAG policies and procedures and keep informed of MAG
activities

Undertake and apply learning from appropriate training and development programs.

Undertake the role in a manner appropriate to the cultural context and within the local legal framework.




e Understand and uphold the standards outlined in MAG’s Safeguarding Framework, acting with due care
and attention to safeguard the wellbeing of anyone that comes into contact with MAG’s work and
reporting concerns if they do arise.

This is a non-contractual document that can be varied from time to time as circumstances dictate. This job
description is intended to summarize the main duties and responsibilities of the post; this is not intended to be a
full and exhaustive list of tasks. All MAG staff are expected to demonstrate flexibility and willingness to perform
appropriate tasks when the need arises.

Some Job Descriptions may be supplemented by specific Terms of Reference

Person Specification

Essential Qualifications
o At least five years’ experience as a nurse in a medical facility or comparable expertise and three years’
experience working with MAG as a Senior Medic or comparable expertise

Essential Experience
e In depth knowledge of: Treatment of minor injuries and sickness. Global MAG Medical Treatment

Protocols. Treatment of trauma. BLS. ALS.

Essential Skills and Knowledge
e Excellent management skills and able to ensure that the Province Senior medic and all team medics are

pursuant to regulations.

By signing this document, | agree to undertake the above duties on behalf of MAG.

Post holder name Post holder signature Date

Accepted and Approved by Line Manager on behalf of MAG

Line manager Country Director Date




Chtrc danh céng viéc: Giam sat y té (MS)

Bo6 phan: Y té

Bac lwong: 8

Bao cao cho: Quan Iy Y t& (MM)

Nhan vién cap dwéi: Can bo y té cap cao (SM)/ Nhan vién y té cla doi
Thé&i gian lam viéc %: 100%

Dia diém lam viéc: Quang Binh/ Quang Tri

Tam nhin cta MAG la mét thé gi¢i ma moi ngwoi khéng phai chiu héu qua tan khéc va kéo dai cua bao
Iwe vii trang, xung doét va tan dw dé lai. Moi ngwdi song trong cac cong ddng noi ma quyén Iou cla ho duwgc
bao vé, noi ho dwoc tdn trong va c6 quyén lwa chon, noi khéng con ndi s¢ hai bom min, vat nd con sét lai sau
chién tranh, va khéng chiu su tac déng ctia cac loai vii khi hang nhe va dan duoc khac.

St ménh cua MAG la Gin glw cudc séng, xoa diu néi dau va thuc day phat trién bén vwng bang cach
giam thiéu tac nhan va giai quyét hau qua cta xung doét va bao lwc vii trang, dé moi ngwoi dworc sdng
v&i pham gla va quyen tw do Iwa chon ma khéng phai lo s¢'. Chung t6i sé st dung cac ky nang cbt 16i va
nang lwc ndi trdi cia minh dé gitr gin sw séng thong qua viéc thdo g& bom min, vat nd con sét lai sau chién
tranh, dong thoi giam thiéu tac déng cla cac loai vii khi hang nhe va dan dwoc khac déi véi con ngudi va cong
déng. Cach thirc chung t6i thwe hién cling quan trong nhw nhirng gi ching téi lam — wu tién clia ching téi la lam
viéc v&i cong ddng va vi cdng dong, véi chung t6i 'con ngudi la trén hét’

Gia tri cia MAG. Gia tri cua ching t6i mang lai thong qua cac hanh dong mdi mot ngay va cach chang téi tac
déng téi nhirng ngudi xung quanh. Tré thanh mét nhan vién tai MAG, bang cach thé hién cac gia tri ctia ching
t6i thong qua hanh vi va hoat déng cla riéng ban, ban cé thé gitp tao ra mét van héa héa lam viéc tich cuc )
théng qua hanh vi va (rng xt& cla chinh ban. Moi ngudi nén nhan thirc dwoc cac gia tri clia ching téi va khuyén
khich xem xét cach ap dung chung vao tirng vi tri cbng viéc

KIEN DINH - Chung téi lam viéc c6 muc dich.

CHUYEN NGHIEP - Chung t6i xay dwng niém tin thdng qua sw xuét s&c va chuyén nghiép.

CHINH TRUC - Chung toi nd lwc lam diéu dung dan.

DONG CAM - Con ngui la wu tién hang dau trong moi viéc ching téi lam.

HOA NHAP - Chung téi hda nhap va tén trong su da dang.

Muc dich cong viéc

- Muc Dich Céng Viéc: Chiu trach nhiém chung vé& Can bo y té cAp cao (SM) va cac Nhan vién y té
cla dbéi trong pham vi trach nhiém quan ly cda ho.

- Hb tro truc tiép cho Quan ly Tiéu chudn va Dao tao (STM) va Quan ly Y t& (MM) vé tat ca cac van
dé y té trong chwong trinh.

- Chiu trach nhiém kiém tra/danh gia ky nang thwc hanh ctia SM va cac Nhan vién y té cla déi trong
toan b chwong trinh d& dam béo réng hiéu suét cia ho dwoc duy tri dat chuén yéu cau.

- Chiu trach nhiém chung trong viéc theo déi va bd sung thiét bi y t& va kho dy trir. Cap phat va giam
sét thiét bj y té cho cac ddi, van phong, khu nha & va phuwong tién ctia chuong trinh.

- Giam sat va tién hanh dao tao Cép clru nang cao cho Can bd y té clp cao (SM) va cac nhan vién y
té cua doi.

- Giam séat cac nhan vién y té cia doi thwe hién hoat dong tap huan cép ctvu co ban

M6 ta cong viéc




Nam rd noéi dung cac chwong vé y té trong Quy trinh hoat déng chuan ctia MAG Viét Nam va Phac db

diéu tri y té ciia MAG

C6 kién thirc tdng quat vé toan bd Quy trinh hoat ddng chudn ctia MAG Viét Nam lién quan dén van dé

an toan cla ddi, cac phac dd x& ly nan nhan va hwéng dan cta bénh vién dia phwong

Lam viéc theo sw chi dao cla Quan ly Tiéu chudn va Dao tao - STM

Giam sat Can bo y té cip cao va tién hanh danh gia ki nang thwe hanh hang thang ctia Can bd
y té cAp cao va Nhan vién y té cia doi va lén ké hoach dao tao cai thién néu dugc Giam dbc
diéu hanh ky thuat (TOM) yéu cau

Giam sat viéc danh gia thuc tap CCCT trén hién truéng, bao gdbm ca thwe hién va viéc lap tai
liéu sau do

Lién tuc cap nhat cho Can bo y t& cAp cao va cac nhan vién y té cua chwong trinh vé& nhirng
théng tin y t& chung hién tai va tha thuat y té phu hop dbi voi cac sw ¢ khac nhau

Dam bao danh muc quan ly thudc va trang thiét bj cia MAG duoc cap nhat va st dung dung
cach

Chiu trach nhiém quén ly Kho y té tai dia ban tinh minh hoat déng, ghi chép gidy t& va loai bd
thudc qua han st dung

Quan ly viéc nghi m cla nhan vién va quan ly viéc ké don thubc

Dam bao cac tiéu chuén vé strc khde, vé sinh va an toan luén dwoc duy tri va dat yéu ciu trong
toan chwong trinh

Theo dbi va thyc hién tap huan y t& cho Can bd y té clp cao, nhan vién y té cta doi va nhan
vién MAG VN theo yéu cau

Quan ly Can bo y té cip cao va nhan vién y té cac doi, chuén bi ké hoach lam viéc hang thang
theo yéu cau

Thuc hién kiém tra QA theo QTHDC vé quén ly chat lwong cia MAG Viét Nam va theo yéu ciu
cla TOM va STM

Tap huén 6n tap kién thirc theo chwong trinh hodc theo chi dao ciia TOM va STM

Dam bao toan bo tai liéu tap huan va bai gidng dwoc cap nhat theo QTHDC va phac dd y té
hién hanh

Hb tro STM trong viéc tuyén dung nhan vién y t& moi

Chiu trach nhiém vé danh muc céc loai thubc phai kiém soat cia Chwong trinh va bao céo cho
TOM va STM

Quan ly viéc luan phién nhan vién y té tham gia tap huan bbéi dwéng tai bénh vién

Céc cong viéc khac khi dwgc TOM va STM yéu cau

Phéi hop véi Biéu phdi y té toan ciu ciia MAG (GMC):

Hiéu ré cac nguyén tac hwéng dan do Diéu phdi Y té Toan ciu va Can bd Quan ly Chét lwong
ctua MAG dwara

Hb tro GMC trong cac chuyén tham ctia Doi phat trién hoat dong (ODT) va cac khéa tap huén
khi cé yéu cau

Hb tro Didu phéi y té toan cau xay dwng, stra ddi cac khda tap huan va phac dd y té nham dam
bdo MAG VN &p dung cac cach thirc va phuwong phap tét nhat va bao cao cac thay ddi lén
TOM va STM

Hb tro Quan ly cAp cao diéu tra cac sy cd/tai nan lién quan dén hoat dong khi dwoc yéu cau.
Bét ky nhiém vu nao khac dwoc giao bdi quan ly truc tiép

Ky néng May tinh:

S& dung thanh thao phan mém Microsoft Office. Cha yéu la Microsoft Outlook, Teams, Word,
Power Point va Excel

S dung va giam sat (rng dung ArcGis

Toan nhéan vién cé nghia vu thwe hién cac nhiém vu chung sau day:

Lam viéc trong khudn khé Chinh sach vé Ung xt¢ Ca nhan

Lam viéc trong khuén khé céac gia tri cbt 16i ciia MAG, quang bé gia tri va sir ménh clia MAG.
Lam viéc vi muc tiéu ké hoach chién lwoc ctia bé phan va’hodc chuong trinh

Dam bdo am hiéu va tuan thud tt c& cac chinh sach va quy trinh ctia MAG va luén cap nhat cac hoat
dong clia MAG.




e Tham gia hoc héi tir cac chwong trinh dao tao va phét,trién phu hop

e Thuwc hién vai trd trach nhiém sao cho phu hop v&i béi cdnh van hoa va trong khudn kho phap luat sé&
tai.

e Hiéu va tuan tha cac tiéu chuin dwoc néu trong Chinh sach Bao vé ciia MAG, ludn hanh dbng véi sw
quan tdm cham soc cdng tac bao vé phuc lgi cua bat ky ai tiép xuc voi cong viéc cia MAG va ludn bao
cao cac moi lo ngai néu co.

Day Ia tai liéu phi khé wéc, co thé duwoc thay ddi qua thoi gian, tiy thudc vao bdi canh. Ban md ta coéng viéc nay
nham tém t&t cac nhiém vu va trach nhiém chinh cta vi tri céng viéc; khong phai 1a ban liét ké day da va toan
dién cac nhiém vu cbéng viéc. T4t ca nhan vien MAG duoc ky vong thé hién s linh hoat va san sang thyc hién
cac nhiém vu pht hop khi dwoc yéu ciu.

Mét s& Ban mo ta cong viéc cé thé dwoc bd sung bdi Cac Diéu khodn tham chiéu cu thé

Yéu cau cu thé:

Bang cap:
e Cé it nhat 05 nam kinh nghiém lam y ta chocosoy té hoac vi tri twong dwong va 03 nam kinh nghiém
lam viéc cho MAG & vij tri Can bd y té cap cao hoac vi tri twong dwong

Kinh nghiém;
 Kién thirc chuyén sau vé: Diéu tri cac vét thuong nhe va bénh tat. Cac phac dé xi ly y t& MAG toan
cau. Dieu tri chan thwong. Cap clru co ban, cap clru nang cao.

Ki nang va Kién thirc:
e C6 ky nang quan ly tét, dm bao Can bo y t& cAp cao va tat cd cac nhan vién y t& cha doi tuan thi quy
dinh da dat ra

Béng viéc ky vao van ban nay, toi déng y ddm nhan cac nhiém vu néu trén cho MAG.

Ho va tén Nhén vién Chir ky nhéan vién Ngay

Can bo Quan ly truc tiép va dai dién cho MAG chap thuan va phé duyét

Ngwoi quan ly Giam déc Quéc gia Ngay




