About REACH:

REACH is a non-profit organization that provides vocational training and job
placement for disadvantaged youth in Vietnam. Since 2004, over 19,000 young people have
been trained nationwide by REACH.

REACH la mét té chure phi loi nhuén cung cép dao tao nghé va gidi thiéu viéc lam cho
thanh thiéu nién cé hodan cdnh khd khdn tai Viét Nam. K€ tir ndm 2004, REACH dé ddo tao hon
19.000 ban tré trén toan quéc.

Job description/Bén Mé Té Céng Viéc
Finance and Administration Manager/ Qudn ly Tai chinh va hanh chinh
Location/ Dia di€m lam viéc: Hanoi

Title/ Vi tri Finance and Administration Manager/Qudn ly Tai chinh va hanh chinh
To ensure transparent, accountable, and efficient financial and
administrative operations at the REACH Institute by providing accurate
Objective/ financial information for decision-making, building staff capacity,
Muc tiéu managing office functions and personnel, and implementing policies that

promote fairness, effective communication, and a positive workplace
culture.

DAdm bdo hoat déng tdi chinh va hanh chinh tai Vién REACH bdng cdch
cung cdp daéy dd, kip thoi va chinh xdc cdc théng tin tai chinh phuc vu viéc
ra quyét dinh, ndng cao ndng lwe nhén sw, quan ly hoat déng vén phong,
déng thoi trién khai cdc chinh sdch thuc déy sw cbng bdng, giao tiép hiéu
qué va vdn héa lam viéc tich cue.

Supervisor/
Chiju trach
nhiém gidm
sat va bdo cdo

Director/ Vién trudng

Subordinates/
Trdch nhiém

Accountant and Administrator
Can bé tai chinh va can bé hanh chinh

responsibility/
Cdc két qué va
nhiém vu chinh
phdi dat duoc

gidm sat

Working All staff/ Cdn b6 REACH
relations/ Donors/ Nha tai tro
Méi quan hé Partners/ Déi tdc

céng viéc

Specific

Provide the Director with financial input and advice on finance strategies
and decisions.

Cung cép cho Vién trudng théng tin va tw vén tai chinh vé cdc chién lwoc
va quyét dinh tai chinh.

Provide training and coaching for staff and partners on finance issues.
Dao tao va hwdng dén nhén vién, déi tdc vé cdc van dé tai chinh.

Inform and update with Director on laws and policies concerning
organizational finance.

Cdp nhét va théng tin kip thdi cho Vién trudng vé cdc ludt va chinh sdch
lién quan dén tai chinh cua té chirc.




Regularly review, adjust, and update the organization’s financial
guidelines.

Thuwong xuyén xem xét, diéu chinh va cdp nhat huéng dan tai chinh cda té
chure.

Check and ensure that all expenses comply with REACH’s policies and
procedures, donor requirements, and Vietnamese authority regulations,
including financial verification for liquidation.

Kiém tra va dédm bdo tdt cd chi phi tudn thi chinh sdch va thd tuc cua Vién
REACH, yéu cbu cua nha tdi tro’ va quy dinh phdp ludt Viét Nam, bao gébm
xdc minh tai chinh phuc vu thanh quyét todn.

Manage financial reports, including monthly financial reports,
organizational financial reports, and reports to local authorities (as
requested), and finalize donor reports as agreed with donors.

Quén ly cdc bdo cdo tai chinh, bao gém bdo cdo hang thdng, bdo cdo tai
chinh té chire, bdo cdo cho co quan dia phuong (theo yéu céu) va hoan
thién bdo cdo cho nha tai tro theo théa thudn.

Participate in the preparation of new project budgets.

Tham gia lap ngén sdch cho cdc duw dn mdi.

Responsible for the organization’s annual audit and project audits (if
required).

Chiu trdch nhiém vé kiém todn hang ndm cua té chirc va kiém todn du én
(néu cén)

2. Human resource management/ Qudn ly nhén su:

Manage recruitment, selection, onboarding, and exit processes to ensure
the Institute attracts and retains qualified staff.

Quadn ly céng tdc tuyén dung, lwa chon, tiép nhdn nhén sy mdi va chém
dirt hop déng (néu cé).

Develop, implement, and enforce human resource policies and
procedures in line with labor laws and organizational values.

Xdy duwng, trién khai va gidm sdt viéc thuc hién cdc chinh sdch, quy trinh
tuyén dung nhén su phii hop vdi phdp luét lao ddng va gid tri cda té chire.
Support staff performance management, learning, and professional
development to enhance productivity and engagement.

Qudn ly ddnh gid hiéu sudt lam viéc, ddo tao va phdt trién ndng lwc nhdm
ndng cao hiéu quad va sw gdn két cda nhén vién.

Promote positive employee relations by fostering effective
communication, fair treatment, and a respectful workplace culture.

Thuc ddy quan hé lao ddng tich cuc théng qua tdng cudng truyén théng
néi bé, dém bédo déi xir céng bdng va xdy dwng méi truedng lam viéc tén
trong, chuyén nghiép.

Operation management/Qudn ly hanh chinh:

Coordinate and manage day-to-day office operations to ensure smooth
administrative and logistical support for Institute’s activities.

Diéu phéi va qudn ly cdc hoat déng hanh chinh hdng ngdy cta vdn phong
nhdm dém bdo hé tro hanh chinh hiéu qud cho cdc hoat ddng cta Vién.
Manage procurement and facility services, including purchasing goods
and services, asset management, and maintenance of office facilities.
Quan ly céng tdc mua sém va cdc hoat déng tai vin phong hang ngdy, bao
gém mua hang héa va dich vy, quan ly tai san va bdo tri vén phong, dém
bdo hiéu qua chi phi va tuén tha quy dinh.

Ensure all organizational operations comply with local laws, regulations,
and licensing requirements.




Ddm bdo tét cd cdc hoat déng cua té chire tudn thu déy du cdc quy dinh
phdp luét, quy dinh dija phwong va yéu céu cép phép.

Position
requirement/
Yéu céu kinh
nghiém

- University degree in Accounting or a higher degree in Finance/Accounting
filed.
Tét nghiép dai hoc chuyén nganh K& toan

- Minimum of 5 years’ experience in a Finance and Administration role (or
similar position), preferably with local NGOs.
Téi thiéu 05 ndm kinh nghiém lam viéc & vi tri Tai chinh — Hanh chinh (hodic
vi tri tvong duwong), wu tién trng vién cé kinh nghiém trong cdc té chire phi
chinh pht dia phuong.

- Demonstrated knowledge of legal regulations related to accounting,
auditing, and taxation, including Personal Income Tax (PIT) and VAT.
C6 hiéu biét va ném viing cdc quy dinh phdp ludt lién quan dén ké todn,
kiém todn va thué, bao gém Thué Thu nhdp Cd nhén (PIT) va Thué Gid tri
Gia tdng (VAT).

- Proficiency in accounting software and advanced skills in Microsoft Office
applications (Word, Excel, etc.).
St dung thanh thao phtn mém ké todn va cdc trng dung Microsoft Office
(Word, Excel).

- Proven ability to prepare accurate financial statements and donor/grant
project financial reports.
C6 kinh nghiém Idp bdo cdo tai chinh va bdo cdo tai chinh cho cdc dw dn/tai
tro.

Salaries and
Benefits/
Lwong va cdc
phtc lgi khdc

Competitive salary package and benefits in accordance with the
organization’s policy and local laws.

Murc lwong canh tranh va cdc ché d6 phuc loi theo chinh séch cia té chire va
quy dinh phdp lugt.

How to Apply/
Cdch nép hé so

Interested candidates are invited to email a cover letter and CV to
phuong.tran@reach.org.vn no later than 12* January 2026.

Ung vién quan tdm dén vi tri vui long gvi thw xin viéc va hdé so dén
phuong.tran@reach.org.vn, REACH nhédn hd so ng tuyén dén ngay
12/01/2026.
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