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PIEU KHOAN THAM CHIEU

Tro’ ly di liéu- tw van béan thoi gian
Bo6i canh

Chuwong trinh Thuc day kha nang chdng chju, hda nhap va chuyén dbi sang tao
cho doanh nghiép nhé va vira (SPRINT) 1a mét sang kién trong diém do Chinh
phi Canada, théng qua B6 Cac van dé Toan cau Canada, tai tro va do Cowater
International thwc hién tai tinh Lao Cai, Viét Nam. Chwong trinh nham cai thién doi
sbng kinh t& — xa hdi ctia phu ni¥ dan tdc thiéu sb trong linh vwe ndng nghiép théng
qua nang cao diéu kién kinh t&, sy 1anh dao va cac bén lién quan trong tang trwdng
sach. Chwong trinh trién khai hang loat cac can thiép toan dién tang cwd'ng hiéu
suat kinh doanh cho cac doanh nghiép siéu nhd, nhd va vira, hop tac xa, nhém
san xuat tap trung vao phu ni dan toc thiéu sb thudc cac chudi gia tri wu tién. Doi
twong chinh hwéng dén cla chwong trinh la phu nr v&i trong tam la sy hoa nhap
cla ho tai cac cong ddng dan tdc thiéu sb tai tinh Lao Cai.

Chwong trinh, bat dau tir ndm 2023 va dy kién sé két thac trong nam 2029, dap
&ng va gidi quyét nhirng nhu cau dbi véi k§ nang quan trong, khoang tréng vé kién
thirc va trao tang cac khoan hé tro cho déi moi sang tao va thuwc hanh cac giai
phap str dung nang luvgng tai tao, hiéu suat nang lwgng cho cac don vi kinh doanh
do phu n¥ dan toc thiéu sb lam chu.

Vai tro

SPRINT can tuyén mét Tro' ly Dir liéu lam viéc ban thoi gian dé hd tro Chuyén gia
Giam sat, Banh gia, Nghién ctru va Hoc tap (MERL) trong viéc nhap liéu, quan ly,
lam sach, d6i chiéu va tdng hop di liéu hoat ddng. Vi tri nay chiu trach nhiém duy
tri co' s& di¥ liéu ngwdi tham gia, don vi va goi hd tro; theo déi, don déc viéc cap
nhat sé liéu tlr can bd Chwong trinh, déi tac va don vi nhan géi hé tro; ddng thoi
chuan bj sb liéu phuc vu bao céo dinh ky, biéu db va cac dot danh gia, dwdi sy
hwéng dan cia MERL.

Budc sang Nam 4 (tlr thang 4/2026 dén thang 3/2027), khdi lwong dir liéu cla
Chwong trinh tdng nhanh, bao gém di¥ liéu nguwoi tham gia, dir liéu don vi, di liéu
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goi hé tro va sé liéu phuc vu bao céo dinh ky ciing nhw dot Banh gia gitra ky. Tro
ly D& liéu s& gép phan dam bao tinh kip thdi, day dd, nhat quan va cé thé kiém
chirng clia di¥ liéu theo cac tiéu chuan cta Nha tai tro va Chwong trinh.

Nhiém vu

Dwéi sy giam sat true tiép ctia MERL, Tro' ly D liéu cung cép hé tro kj thuat va
hanh chinh vé quan ly di¥ liéu, bao gbm nhap liéu, 1am sach, khir trang I&p, dbi
chiéu minh chirng, cap nhat bang theo d&i va chuan bj sé liéu phuc vu bao cao
dinh ky, bao cao nha tai trg va banh gia gitra ky.

Danh muc nhiém vu dwéi day mang tinh dinh huwéng va cé thé dwoc diéu chinh
theo nhu ciu thuc té cia Chuwong trinh, cdn clr trén phan céng bang van ban cua
MERL.

Nhap liéu va quan ly co s& dir liéu:

o Lam sach, nhap liéu va cap nhat dir liéu ngw¢i tham gia, don vi va hoat
déng vao co s& dir liéu Chwong trinh (MS SharePoint, Google
Forms/Sheets, Excel) da dwoc xay dwng theo ma hoat ddng va cau tric
chi sé trong Khung do lwdng hiéu qua hoat dong (PMF).

« Sbé hoa danh sach tham dw va biéu mau thu thap theo mau chuén, bao
dam day du cac trudng dir liéu bat budc nhw gidi tinh, dan téc, nam sinh,
don vi, dia ban va tinh trang khuyét tat néu co.

o Thuwc hién khtr trung 1ap, duy tri ma dinh danh duy nhéat va phan biét gilra
lwot tham gia va ngwdi huwéng loi duy nhét.

« Luwu trir biéu mau gbc, minh chirng va co s& dir liéu theo clu tric thuw muc
thdng nhét, co thé truy xuét khi can.

Theo dbéi, don déc va bdo dadm chét liong di liéu:

« Duy tri lich cap nhat sé liéu ctia can bé Chuwong trinh va cac don vi nhan
goi hé tro theo cac ky muc tiéu, sb liéu ban dau, tién dé va cudi ky.

« Theo dbi, d&n déc don vi nhan géi hd tro ndp bao cao tién do, minh chirng
va sb liéu theo lich bao céo quy.

« Ra soat biéu mau, danh sach tham dy va minh chirng; phat hién sb liéu
thiéu, khéng nhat quan hodc can xac minh.
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« Hb tro MERL kiém tra chéo, xac minh s liéu va tham gia thyc dia khi
dwoc yéu cau.

H& tro bao céo, trirc quan héa s liéu:

« Cap nhat bang theo déi két qua Nam 4 va chuan bj bang biéu sb liéu phuc
vy bao cao thang, quy, bao cao nha tai trg va banh gia gilra ky.

« Tbéng hop sb liéu liy k&, dbi chiéu trung I&p gitra cac ngudn dir liéu va
trinh bay két qua duéi dang bang truwc quan dé hiéu.

« Chuén bj sé liéu ho&c bang biéu theo yéu cau dot xuat cia Chwong trinh
trong th&i han thdng nhat.

e Thuwc hién sao lwu co s& dir liéu dinh ky va tuan tha quy dinh bao méat
théng tin ca nhan.

Phéi hop va hé tro trién khai hoat déng:

« Diéu phdi v&i can bé Chwong trinh dé& chuén bj biéu mau, danh sach tham
dw va ké hoach thu thap di liéu cho cac I1&p tap huén, sw kién truyén
théng va hoat déng lién quan.

« Thuwc hién cac nhiém vu khac lién quan dén dir liéu do MERL phan céng.

San pham daura
Céc san pham dau ra dy kién bao gébm:

« Co s& di¥ liéu cha khodng 2.700 ngudi trong téng sé khodng 6.000 ban
ghi, it nhat 07 sw kién truyén théng, 77 1&p tap huan va cac hoat dong lién
quan khac dwoc cap nhat, lam sach, khir trung Iap va lwu trir an toan.

« Co sé di¥ liéu cia khoang 40 géi hd tro tang trwdng sach dwoc cap nhat
theo ky bao cao (quy), c6 danh gia murc d6 hoan thanh va minh chirng
kém theo.

« Séliéu trung lap gitra cac loai hoat dong dwec nhan dién va phwong phap
nhan dién.

« Hb so biéu mau/minh chirng gbc duwoc lwu trir day dd, dang cau tric, cé
thé truy xuat nhanh va bao mat théng tin.
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« Bao céo sb liéu hang thang/quy, bang tbng hop sb liéu, bang md ta sé liéu
tric quan (dashboard) theo yéu cau.
« Céc san phdm khac dwoc théng nhéat véi MERL.

Loai hop dong- Hop dong tw van ban thi gian

Thoi han: dy kién tir thang 7/2026 dén thang 3/2027.

Sb ngay cong: trung binh 8-10 ngay/thang. Day khéng phai la sb ngay cong cb
dinh hang thang. Sé ngay céng thuc té duwoc thanh toan can c sau khi Chwong
trinh phé duyét va sé lwong san phdm dau ra (sé 1&p tap huén, sé don vi theo dbi
chi s6...) da hoan thanh trong thang. Tw van ndp bang chdm céng can ct trén sb
ngay cdng thuc té, kém san phdm dau ra va minh chng lién quan. MERL ra soat,
xac nhan san pham truéc khi trinh phé duyét thanh toan hang thang.

Dia diém lam viéc: van phong SPRINT tai Ha N6i hoac co thé linh hoat lam viéc ti
xa va di cdng tac tai dia ban Chwong trinh khi can.

Méi trwdng lam viéc

Tw van c6 thé lam viéc tir xa théng qua céac trao dbi bang dién thoai, email véi cac
bén lién quan.

Quan hé ndi bo:

« Thuwc hién cac nhiém vu dwdi s hweng dan trc tiép cia MERL

« Phdi hop vé&i can bd Chwong trinh phu trach tap huén, sw kién truyén
théng va goi hé tro

« Phdi hop v&i nhém tai chinh, hanh chinh va cac bd phan hé tro cda
Chwong trinh néu can

Quan hé bén ngoai:

 Dai dién cac don vi nhan gai ho tro tang trwdng sach (hop tac xa, doanh
nghiép siéu nho, nhé va vira) tham gia hoat dong Chwong trinh

« Can bo dia phwong, di tac trién khai va cac ddu mébi cung cép sb liéu khi
dwoc yéu cau
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Yéu cau déi v&i rng vién

Nanq lwc va kinh nghiém chuyén mon:

« Thanh thao Excel/Google Sheets, bao gbm ham tra ciru, bang téng hop,
lam sach di liéu va lién két sb liéu.

« Co6 kinh nghiém sr dung Google Forms va cac cong cu thu thap di» liéu sb

e Co6 kinh nghiém quan ly bo di¥ liéu I&n, wu tién (rng vién tirng lam viéc voi
dir liéu c6 nhiéu trwong thdng tin va nhiéu ban ghi.

« Co hiéu biét co ban vé theo déi, danh gia, Khung do lwdng hiéu qua hoat
dong (PMF) hodc quan ly dir liéu trong Chwong trinh phat trién.

« Uutién rng vién cé chuy&n mén théng k&, cong nghé théng tin, quan ly
d@ liéu hoac linh vwc lién quan.

« Uu tién trng vién co6 kinh nghiém lam viéc trong Chwong trinh h tro phat
trién, td chirc phi chinh phi hodc dia ban vung dan tdc thiéu sé.

Ky ndng mém:

« Céan than, chinh xac va co6 trach nhiém cao vai sb liéu.

« Co6 tw duy hé thdng, kha nang td chirc cong viéc va theo ddi nhidu dau mdi
cung ldc.

« Co6 ky nang giao tiép, phdi hop va diéu phdi tét.

« Co6 kha nang lam viéc doc lap, dap tng thdi han va chi dong x& ly van dé
phat sinh.

« Tuan tha nguyén tdc bdo mat di¥ liéu ca nhan va s dung sb liéu co trach
nhiém.

Nanq lwc nqoai nq¥:

« Co6 kha nang doc hiéu tiéng Anh co ban; kha ndng viét hoac giao tiép tiéng
Anh la Igi thé.

Tiéu chi tuyén dung
Qua trinh Iwa chon rng vién thich hop can cw trén cac tiéu chi sau:

« Murc dd phu hop cua kinh nghiém, ky ndng va chuy&n mén véi yéu cau
quan ly di¥ liéu cia Chwong trinh.
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« Nang lwc st dung cdng cu di¥ liéu va kha nang bao dam chét lwong div
liéu.

« Sy chd dong, chi tiét, chinh xac va cam két bdo mat d liéu.

« Ky nang giao tiép va lam viéc nhém

« Kinh nghiém lam viéc v&i Chwong trinh phat trién, t6 chinh phi chinh ph,
dia ban dia phwong hodc nhém hwéng loi ctia Dy la loi thé.

Ung vién quan tam vui ldng giri So’ yéu ly lich (CV) va mirc thu lao dé xuét theo
ngay cong lam viéc trwdéc ngay 24/07/2026 t&i dia chi email
procurement@sprint-vietnam.com.

Cowater International cam két thyc hién chinh sach binh déng vé co hdi viéc lam.
Chung téi dac biét khuyén khich phu ni¥, ngudi khuyét tat va ngwo’l thudéc cac
nhom dan toc thiéu sé ndp hd so trng tuyen Chung t6i tran trong cam on sy quan
tam cla tat ca cac ng vién va mong mudn dwoc déng hanh cung nhirng ca nhan
c6 tam huyét trong viéc thic day phat trién bao trum va bén virng théng qua
Chuong trinh SPRINT.
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TERMS OF REFERENCE
Data Assistant Part-time Consultant

Program background

The SMEs Promote Resilience, Inclusion and Innovative Transformation
(SPRINT) Program is a flagship initiative of Global Affairs Canada and will be
implemented by Cowater International Inc. in the province of Yen Bai in northern
Vietnam. The Program aims to improve the socio-economic well-being of ethnic
minority women working in the agricultural sector by elevating their economic
status, leadership and agency including through the promotion of clean growth.
The program will implement a series of interventions designed to strengthen the
performance of EMW-led MSMESs, cooperatives, and producer groups in select
value chains. The primary beneficiaries are women living in the province of Yen
Bai, while an overarching emphasis is placed on the inclusion of women from
ethnic minority communities.

The Program is scheduled to run for six years from 2023 to 2029. It will respond
to critical skills and knowledge gaps and incentivize the innovation and adoption
of Renewable Energy (RE) and Energy-Efficient (EE) solutions among EMW-led
businesses.

Summary of the position

The SPRINT Program is seeking a part-time consultant serving as Data Assistant
to support the Monitoring, Evaluation, Research and Learning (MERL) Specialist
in the data entry, management, cleaning, reconciliation, and consolidation of the
Program's activities and outputs. The position is responsible for maintaining the
direct benefited individual, unit and grantee databases; tracking and following up
on data collection from program staff, partners, and grant recipients; and
preparing data for periodic reporting, data visualization, and the coming
Program's Mid-Term Review (MTR), under the guidance of the MERL Specialist.

As the Program has been implementing in its Year 4 (April 2026 — March 2027),
the Program data is growing rapidly, including more than 2,000 individuals and
100 entiites, and data required for periodic reporting and the Mid-Term Review.
The Data Assistant position will help ensure that data are aligned with the quality
dimensions.
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Key responsibilities

Under the direct supervision of the MERL Specialist, Data Assistant provides
technical and administrative support for data management, including data entry,
cleaning, de-duplication, verification of supporting evidence, updating of tracking
tools, and preparation of data for reports.

Data entry and database management:

Clean, import data of individuals, entities, and activity data in the Program
databases leveraging the current system set up (in MS SharePoint, Google
Forms/Sheets, Excel), which are structured by activity code and indicators of
the Performance Measurement Framework (PMF).

Digitalise attendance sheets ,if available, and data-collection forms using
standard templates, ensuring completeness of all required disaggregation
fields, such as sex, ethnicity, year of birth, unit, location, and disability status
where applicable.

Carry out de-duplication, maintain unique code identifiers, and distinguish
between participation and unique benéeficiaries.

Compile data sources, supporting evidence, and databases according to a
consistent folder structure that can be retrieved when required.

Data follow-up, tracking, and quality assurance:

Maintain the data-update schedule for program staff and grant recipients
through the target, baseline, progress, and endline reporting aptempts.

Track and follow up with grant recipients with several aptempts to ensure
timely submission of progress reports, supporting evidence, and data in line
with the quarterly reporting schedule.

Review forms, attendance sheets, and supporting evidence to identify data
that are missing, inconsistent, or in need of verification.

Support the MERL Specialist in cross-checking and verifying data, and
participate in field visits when required.

Reporting and data visualization support:

Update the Year 4 results-tracking tools and prepare data tables for monthly
and quarterly reports, donor reports, and the Mid-Term Review.
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» Consolidate cumulative data, reconcile duplicates across data sources, and
present results in clear, easy-to-understand tables and visualizations.

* Prepare data or tables in response to ad-hoc requests from the Program
within agreed deadlines.

» Comply periodic database backups and personal data protection
requirements.

Coordination and activity-implementation support:

» Coordinate with program staff to prepare forms, attendance sheets, and data-
collection plans for training courses, communication events, and related
activities.

» Carry out field data collection when assigned by the MERL Specialist.

Expected Deliverables
Data Assistant will support SPRINT to manage:
» A database of approximately 2,700 participants out of an estimated 6,000 total

records, together with at least 7 communication events, 77 training batches,
and related activities - cleaned, de-duplicated, and safely stored.

» A database of approximately 40 clean-growth grants updated on a quarterly
aptempt basis, including completion-status assessment, quantitative data and
supporting evidence.

» Completed, well-structured records and supporting evidence that can be
quickly retrieved and that safeguard confidential information.

* Monthly and quarterly dashboard and reports, and data visualizations as
required.

» Other deliverables as agreed by the MERL Specialist.

Contract Type and Terms

Contract type: Part-time consultancy contract.
Duration: Expected from July 2026 to March 2027.

Level of effort: On average 8—10 working days per month. Payment is made on
the basis of the actual working days approved by the Program and the completed
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deliverables. The consultant submits a timesheet reflecting the actual working
days, together with the deliverables and related supporting evidence. The MERL
Specialist reviews and confirms the deliverables before submitting the monthly
timesheet for payment approval.

Duty station: SPRINT Office in Hanoi with flexibility to work remotely

Working Environment

The consultant may work remotely, communicating with stakeholders by phone
and email.

Internal relationships:
» Performs assigned tasks under the guidance of the MERL Specialist.
» Coordinates with the program staff responsible for training, communication
events, and grants.

» Coordinates with the finance, administration, and other support units of the
Program as needed.

External relationships:

* Representatives of clean-growth grant recipients (cooperatives and micro,
small and medium enterprises) participating in Program activities.

 Local officials, implementing partners, and data focal points, as required.

Candidate Requirements

Professional competencies and experience:
 Proficiency in Excel/Google Sheets, including lookup functions, pivot tables,
data cleaning, and data query.
» Experience using Google Forms and digital data-collection tools.
« Experience managing large datasets; candidates who have worked with data
containing many fields and many records are preferred.

+ Basic understanding of monitoring and evaluation, the Performance
Measurement Framework (PMF), or data management in development
programs.

» A background in statistics, information technology, data management, or a
related field is an advantage.
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» Experience working on development programs, with non-governmental
organizations, or in ethnic minority areas is an advantage.

Soft skills:
 Careful, accurate, and highly responsible in handling data.

» Systematic thinking, with the ability to organize work and track multiple
contacts simultaneously.

« Strong communication, collaboration, and coordination skills.

+ Ability to work independently, meet deadlines, and proactively resolve issues
as they arise.

» Adherence to personal data protection principles and responsible use of data.

Language:
» Basic English reading comprehension; English writing or communication skills

are an advantage.

Selection Criteria
Candidates will be selected on the following criteria:
» Relevance of experience, skills, and expertise to the Program's data-
management requirements.
« Ability to use data tools and to ensure data quality.
» Proactiveness, attention to detail, accuracy, and commitment to data
confidentiality.
» Communication and teamwork sKills.
« Experience working on development programs, with non-governmental
organizations, in local areas, or with the Program's beneficiary groups is an
advantage.

Interested candidates are invited to submit their CV and expected daily rate by
July 24, 2026 to procurement@sprint-viethnam.com
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Cowater International is an equal opportunity employer. Women, persons with disabilities, and
individuals from ethnic minority groups are strongly encouraged to apply. We thank all applicants for
their interest in contributing to inclusive and sustainable development through the SPRINT Program.
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