MO TA CONG VIEC/JOB DESCRIPTION

Vi tri/ Position: Noi lam viéc:
Can b Dy an/Project Officer Vian phong VAEFA, P2406 toa NO3T1 Khu
Ngoai Giao doan — Xuan Pinh — Ha noi

Thoi gian 1am viéc: Toan thoi gian/full time

Thoi han hop ddng/Contract Duration : 01/06/2026-
31/12/2026 (c6 thé gia han thém)/ From 01 Jun 2026 to
31 Dec 2026 (with the possibility of extension)

Bio cdo trye tiép cho/ Line manager: CB
Chuong trinh/Program Officer; Diéu phdi vién

Qubc gia/ National Coordinator

Muc dich cong viéc/ Job Purpose

Phu trach cac cong viéc quan ly du an cia VAEFA. Pam bao cac hoat dong duoc phan cong tuan thu theo cac
chinh sach cua VAEFA va cac quy dinh ctia phap luat Viét Nam.

Responsible for project management tasks at VAEFA. Ensure that assigned activities comply with VAEFA’s
policies and the laws and regulations of Vietnam.

1. Gioi thiéu/ Introduction

Hiép hoi Vi Gido duc Cho Moi Nguoi Viét Nam (VAEFA) 1a mot mang lué6i gﬁ“)m 51 thanh vién, hoat dong nhim
tao ra mdt tiéng noéi chung va manh mé cua cac t6 chirc xa hoi dé van dong, cai thién tiép can va chét lugng gido
duc tai Viét Nam, trong do6 giao duc thuong xuyén va hoc tap sudt doi 1a mot trong cac linh vyc trong tdm cda
VAEFA. Véi tim nhin huéng t6i mot hé thong giao duc bao tram, VAEFA thuc day quyén hoc tap chovtét ca
moi ngudi va hd trg cac cong dong dé bi tdn thudng hudng 61 “Vi mét nén gido duc hoa nhdp, binh ding va

N

chdt lwgng cho tdt ca moi nguoi”,

The Vietnam Association for Education for All (VAEFA) is a network of 51 member organizations working
together to create a strong and unified voice among civil society organizations to advocate for and improve
access to quality education in Vietnam, continuing education and lifelong learning are among VAEFA'’s key
focus areas. With a vision toward an inclusive education system, VAEFA promotes the right to education for all
and supports vulnerable communities toward “Inclusive, equitable, and quality education for everyone”.

2. Mo ta cong viéc/ Job Description

Can bg du an chu dong trién khai, theo ddi, bao céo va phéi hop cung nhém chuong trinh thye hién cac hoat

dong:

e Liap ké hoach va ngan sach; td chuc va diéu phéi cac hoat dong du an (tép huén, hoi thao, tham vén, ...)

e Lién hé va phdi hop vdi cac ddi tac, chuyén gia, nha tai tro va cac bén lién quan

¢ Diéu phdi hoat dong ciia nhom chuyén gia xdy dung tai lidu du an

e Thuyc hién cong viéc hanh chinh, hau can lién quan dén dy 4n (hoan thanh céc thu tuc xin phép td chirc
hoi thao, dat vé, phong hop, tai li€u, thanh toan, luu trit chirng tur...)

e Thu thap, téng hop va nhap dit liéu phuc vu cong tac theo ddi, giam sat hoat dong dw 4n va ho tro téng hop
bao cao dinh ky

e Ho tro soan thao, hiéu dinh va dich céc tai liéu, bao céo, thu tir lién quan dén dy an

e Tham gia cic hoat dong truyén thong ciia du 4n, bao gdm chup anh, ghi hinh va cip nhét ngi dung trén cac
kénh thong tin cta to chirc

e Thuyc hién cac nhiém vu khac theo yéu ciu cua Piéu phéi vién Quc gia

The Project Officer will take a proactive role in implementing, monitoring, reporting, and coordinating project
activities in collaboration with the program team, including:

» Develop project work plans and budgets; organize and coordinate project activities (including training
sessions, workshops, consultations, etc.)

* Liaise and coordinate with partners, consultants/experts, donors, and other relevant stakeholders
* Coordinate the work of technical experts involved in developing project materials and resources



3.

4.

* Provide administrative and logistical support for project activities, including completing procedures for event
approvals, arranging travel, meeting venues, materials, payments, and maintaining proper documentation and
filing systems

* Collect, compile, and enter data for project monitoring and evaluation purposes, and support the preparation
of periodic reports

* Support drafting, editing, and translating project-related documents, reports, and correspondence

* Support project communication activities, including taking photos, recording videos, and updating content on
the organization’s communication channels

* Perform other duties as assigned by the National Coordinator

Yéu ciu/ Requirements

Kinh nghiém va dinh huéng/ Experience and Career Orientation
C6 kinh nghiém t4i thiéu 7 ndm trong cac du 4n, t6 chirc phi chinh phu hoidc hoat dong lién quan dén gido
duc, phat trién cdng déng. Hiéu biét vé linh vuc giao duc thuong xuyén va hoc tép sudt doi 1a mot loi thé.
C6 dinh hudng nghé nghiép rd rang va mong mudn phat trién 1au dai trong linh vire quan 1y dy an, gido duc
hoic phat trién cong dong.
Ul tién tng vién co kinh nghiém vé giao tiép, 1am viéc v&i dbi tac chinh phii trong linh vuc gido duc.

Minimum of 7 years of experience in projects, non-governmental organizations (NGOs), or activities related
to education and community development. Knowledge of continuing education and lifelong learning is
considered an asset.

Demonstrates a clear career direction and a strong interest in pursuing long-term professional growth in
project management, education, or community development.

Candidates with experience in communicating and collaborating with government counterparts in the
education sector will be given preference.

Ky ning va phdm chit cd nhan/ Skills and Personal Qualities

K¥ ning giao tiép, 1am viéc nhom, lam viéc doc lap
Chu dong, can than, tinh than hoc hoi cao
Co6 kha nang chiu ap luc cong viéc
Thanh thao Microsoft Office, Canva
Str dung tiéng Anh thanh thao, biét tiéng Dirc 1a mot loi thé
K¥ ning thu thap, tong hop thong tin
Cam két v6i st ménh thuc ddy quyén hoc tap cho tit ca moi nguoi.
Good communication, teamwork, and independent working skills
Proactive, detail-oriented, and willing to learn
Ability to work under pressure
Proficiency in Microsoft Office, Canva
Proficiency in English (spoken and written); knowledge of German is considered an asset.
Strong skills in information collection, synthesis, and analysis
Commitment to promoting the right to education for all
Quyén loi/ Benefits
Miic lwong thyc nhan: 16 triéu dong (gross: 21.8 triéu dong)
Tham gia cac khoa dao tao, nang cao nang luc
Moi truong lam viéc chuyén nghiép, than thién, c6 y nghia xa hoi
Huong ché d6 theo quy dinh cta t6 chirc va Luét lao dong clia Viét Nam

Net salary: VND 16,000,000 per month (equivalent gross salary: VND 21,800,000)
Opportunities to participate in training and capacity-building programs



e Professional, friendly, and socially meaningful working environment
e Benefits in accordance with organizational policies and Vietnamese labor law

5. Cach thirc irng tuyén/ Application Process
Ung vién quan tam vui long giri:
e Thu bay t6 nguyén vong (Cover letter)
e CV (ghi rd kinh nghiém lién quan)
Email nhén hd so: info@vaefa.edu.vn; trangmai@vaefa.edu.vn; hiendo@vaefa.edu.vn
Tiéu dé thu: [Ho tén] - Project Officer Application
Han nép ho so: 24/05/2026

Interested candidates are invited to submit the following documents:

e Cover Letter

o Curriculum Vitae (CV) clearly indicating relevant qualifications and experience
Application email: info@vaefa.edu.vn; trangmai@vaefa.edu.vn; hiendo@vaefa.edu.vn
Email subject: [Full Name] — Project Officer Application
Application deadline: 24 May 2026




