TOR: CEO for AA Vietnam Date: 23 Dec.2025

TERMS OF REFERENCE (TOR) / PIEU KHQA’N THAM CHIEU
Chief Executive Officer (CEO) / Giam doc Diéu hanh
Automobile Association Vietnam (AA Vietnam) / Cong ty TNHH Cdu lac b xe hoi Viét Nam

1. Position Title / Chitc danh
Chief Executive Officer (CEO) / Gidm déc Diéu hanh
2. Reporting Line / Cép bdo cdo

The CEO reports directly to the President of AA Vietnam and works in close coordination with the
Board, strategic partners, and donors.

Gidm déc Diéu hanh bdo cdo triee tiép cho Chii tich AA Vietnam, dong thoi phéi hop chdt ché véi
Ban Lanh dao, cdc doi tde chién liwoc va nha tdi tro.

3. Purpose of the Position / Muc tiéu cua vi tri

The CEO is responsible for the overall strategic leadership, program development, partnership
management, and operational oversight of AA Vietnam, ensuring the organization’s effective
contribution to road safety, safe mobility, and sustainable transport in Viet Nam

Gidm doc Piéu hanh chiu trach nhiém vé dinh huéng chién lwoc tong thé, phat trién chwong trinh,
quan ly quan hé doi tac va giam sdt hoat dong van hanh cua AA Vietnam, nham bao ddam t6 chirc
doéng gop hiéu qua cho an toan giao thong dwong bd, di chuyén an todn va giao théng bén viing
tai Viéet Nam

The role combines strategic leadership, donor engagement, program delivery, regional
coordination, while safeguarding AA Vietnam’s credibility, compliance, and long-term
sustainability.

Vitri nay két hop vai tro lanh dao chién luoc, gcfn két va lam viéc véi nha tdi tro, trién khai chwong
trinh, diéu phoi khu viee, dong thoi bdo dam uy tin, tudn thii va tinh bén viing dai han cia AA
Vietnam.

4. Key Responsibilities / Nhi¢m vu va trach nhiém chinh

A. Strategic Leadership & Organizational Management / Linh dao chién lwoc & Qudin
tri to chuc

e Provide overall leadership for AA Vietnam’s strategy, annual workplans, and priority
initiatives. / Cung cdp vai tro lanh dao tong thé cho chién lwoc, ké hoach cong tic hang
nam va cdc sang kién wu tién cia AA Vietnam.

e Translate AA Vietnam’s mission and Board direction into actionable programs,
partnerships, and deliverables. / Chuyén héa sir ménh ciia AA Vietnam va dinh hiong ciia
Ban Lanh dao thanh cdc chwong trinh, quan hé doi tac va két qua cu thé.
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» Represent AA Vietnam in high-level meetings, forums, and regional or international events
when delegated by the President. / Pai dién cho AA Vietnam tai cac cudc hop cap cao, dién
dan, sy kién khu viec hoac quoc té khi dwoc Chu tich uy quyén.

B. Program Development & Implementation / Phdt trién & Trién khai chwong trinh

 Lead the design, development, and implementation of AA Vietnam’s flagship programs,
including but not limited to those currently being implemented. / Dan dat viéc thiét ké, phat
trién va trién khai cdc chuong trinh chu lyc ciia AA Vietnam, bao gom nhung khong gici
han o cdc dw an dang trién khai.

o Ensure programs are delivered on time, within scope, and in line with donor agreements. /
Dam bao cac chwong trinh dwoc trién khai dung tién do, dung pham vi, va phu hop voi
thoa thudn tai tro.

e Oversee monitoring, evaluation, reporting, and learning processes, ensuring evidence-
based results. / Gidm sat cong tac theo doi, danh gid, bao cdo va rut kinh nghiém, bao dam
ket qua dwa trén bang churng.

C. Donor & Partnership Management / Qudn Iy cdc quan hé nha tai tro & déi tic

e Maintain and strengthen relationships with existing donors and partners, including
international organizations, private sector partners, foundations, and government
stakeholders. / Duy tri va tang cuong quan hé voi cdc nha tai tro va doi tac hién cé, bao
gom cdc 16 chire quoc té, khu viee te nhén, quy va co quan nha nwée.

e Lead donor communications, progress updates, coordination meetings, and reporting
processes. / Dan dat truyén thong voi nha tai tro, cdp nhdt tién do, t6 chirc cac cude hop
diéu phoi va quy trinh bdo cdo.

o Identify and pursue new funding and partnership opportunities aligned with AA Vietnam’s
mission. / Xdc dinh va theo duéi cdc co héi tai tro va hop tac moi phu hop voi sir ménh
cua AA Vietnam.

e Ensure donor requirements, branding guidelines, and compliance standards are met. / Dam
bao tudn thu cac yéu cau ciia nha tdi tro, huong dan nhdn dién thwong hiéu va tiéu chudn
tuan thu.

D. Grant & Proposal Management / Qudn Iy tai tro' & dé xudt dw dn

« Review donor guidance, eligibility criteria, and timelines. / Ra sodt hurong dan ciia nha tdi
tro, tiéu chi du diéu kién va moc thoi gian.

e Oversee proposal development, submission through official portals, and follow-up during
evaluation. / Gidm sdt viéc xdy dung ho so dé xuat, ndp qua cdc cong chinh thire va theo
doi trong qua trinh danh gia.

e Lead implementation of approved grants and ensure compliance with contractual and
financial obligations. / Ddn ddt viéc trién khai cdc khodn tai tro dwoc phé duyét va bao
dam tudn thii cdc nghia vu hop dong va tai chinh.
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E. Regional & International Coordination / Diéu phéi khu vwe & quéc té

» Facilitate cross-country knowledge exchange, capacity building, and regional alignment. /
Thiic ddy trao doi kién thirc xuyén quoc gia, ting cwong nang liec va si dong bo ¢ cdp khu
viee.

e Act as a key liaison between AA Vietnam and international partners and regional
automobile associations. / Dong vai tro dau méi lién lac gitta AA Vietnam véi cdc doi tac
quoc té, va cdc hiép héi 6 té trong khu vire.

F. Executive & Institutional Support / Hé tro diéu hanh & thé ché

e Coordinate with the President’s Executive Assistant and relevant staff to ensure smooth
operational coordination when necessary. / Phoi hop voi Tro Iy Piéu hanh cua Chu tich va
cdc nhan su lien quan nham bao dam diéu phoi van hanh thong suot khi can.

5. Key Deliverables / Sin phim diu ra chinh

Deliverables may include, but are not limited to: / Cdc sdn pham ddu ra cé thé bao gom, nhung
khong gioi han o:

« Approved program proposals and grant applications / Ho so dé xudt chirong trinh va don
xin tai tro dwoc phé duyét

« Successful implementation of donor-funded projects / Trién khai thanh céng céc dy dn do
nha tai tro tai tro

e Timely narrative and financial reports to donors and partners / Bdo cao ngi dung va tai
chinh giri nha tai tro' va doi tac ding han

o Partnership agreements and institutional collaboration frameworks / Thoa thudn hop tac
va khung hop téc thé ché

e Strategic inputs to AA Vietnam’s annual planning and reporting / Péng gop chién hroc cho
cong tac ldp ké hoach va bdo cdo hang nam ciia AA Vietnam

6. Deliverables Review & Contractual Assessment / Ddnh gid sin phim & xem xét hop dong

The CEQ’s services shall be assessed solely on a contractual basis, in accordance with the scope
of services and deliverables defined in this Terms of Reference and the applicable Service
Agreement.

Dich vu ciia Gidm déc Piéu hanh sé dwoc danh gid thudn tity trén co sé hop dong, phu hop voi
pham vi dich vy va cac san pham dau ra dweoc quy dinh trong Diéu khodan Tham chiéu nay va Hop
dong Dich vu twong irng.

Assessment shall focus on: / Viéc danh gia tdp trung vao:
+ Timely and satisfactory delivery of agreed outputs and milestones / Viéc ban giao ding han
va dat yéu cau cdc san phdm va méc da thong nhat

o Compliance with donor agreements, reporting requirements, and applicable regulations /
Tudn thu cdc thoa thuan tai tro, yéu cau bao cdo va quy dinh ap dung
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* Quality, completeness, and professional standard of deliverables submitted / Chdt hrong,
tinh day dii va chuan mire chuyén mén cia cdc san pham ban giao

o Effective coordination with the President, Board, and key partners within the agreed scope
Hiéu qud phoi hop véi Chii tich, Ban Lanh dao va cdc doi tée chinh trong pham vi dé théa
thudn

Any review of services shall be conducted for the purposes of deliverable acceptance, contract
completion, or potential renewal, and shall not constitute an employment performance appraisal
or create an employer—employee relationship.

Moi hoat dong ra soat chi nham muc dich nghiém thu san phcfm, hoan tat hop d(;ng hodc xem xét
gia han, va khong cdu thanh danh gid hiéu sudt nhan sy hay thiét Idp quan hé nguwoi sir dung lao
dong — nguoi lao dong.

7. Duration & Engagement Modality / Thoi han & hinh thirc tham gia

e The CEO position is engaged under a time-bound service agreement on a consultancy /
independent contractor basis, unless otherwise agreed in writing by the Parties. / Vi tri
Gidam doc Piéu hanh dwoc thue hién theo hop d&ng dich vu co thoi han, trén co so tw
van/nha thau déc ldp, true khi co thoa thudn khac bcing van ban giita cdc Bén.

o Contract duration, remuneration, and renewal terms shall be governed by the applicable
Service Agreement. / Thoi han hop déng, thii lao va diéu kién gia han dwoc diéu chinh theo
Hop dong Dich vu dp dung.

8. Authority & Decision-Making / Thdm quyén & ra quyét dinh

e The CEO is authorized to manage day-to-day activities, represent AA Vietnam in
professional and technical matters, and engage partners within the scope approved by the
President. / Gidm déc Diéu hanh dwoc iy quyén quan ly cac hoat dong thuong nhat, dai
dién cho AA Vietnam trong cdc van dé chuyén mon va ky thudt, va lam viéc véi doi tac
trong pham vi dwoc Chu tich phé duyét.

o Financial commitments and legal obligations shall be subject to AA Vietnam’s internal
authorization procedures. / Cdc cam két tai chinh va nghia vy phdp Iy phdi tudn thii quy
trinh phé duyét ngi bo cua AA Vietnam.
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