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Catholic Relief Services
Post Announcement

Catholic Relief Services (CRS) is a US non-governmental organization that has been operating in Vietnam for nearly 20 years. CRS projects assist local counterparts to build capacity in the areas of Education, Health, Disaster Risk Reduction and emergency preparedness and response. Reflecting our commitment to carry out quality programming to benefit the poor, we are now seeking dynamic Vietnamese candidate for following position in our Program based in Ha Noi:

Title:

Information technology training program (ITTP) project Officer

Reports to:
Chief of Party
Supervision:
Not applicable
Project sites:
Ha Noi, Ho Chi Minh City, Da Nang 

BACKGROUND

CRS Vietnam has implemented a number of projects aimed at promoting equal access to education and employment and social inclusion for children and youth with disabilities. Within the framework of Inclusion of Vietnamese with Disabilities (IVWD) project,  CRS has collaborated with Ministry of Education and Training (MOET) to pilot Inclusive Education for children with disabilities in primary and junior secondary school levels; since 2007, CRS has collaborated with 2 higher education institutions, one in Ha Noi and another in Ho Chi Minh City, to implement IT training and job placement for youth with disabilities and expanded this IT training program for Employment of Youth with disability in Da Nanag with another private University; CRS has supported capacity building for associations of parents of children with disabilities in 40 communes in Quang Nam and Ninh Binh provinces to provide quality community-based services to their children. In the current phase, CRS is building on its past experiences and achievements to work with MOET to develop and pilot using ICT to make education more accessible to children with disabilities and to build the IT skills of the CWDs and increasing their employment into the private and public sectors.

PRIMARY FUNCTION

The ITTP PO will work closely with training centers, including Hanoi College of Information Technology (ESTIH) in Hanoi, Van Lang University in Ho Chi Minh City and Dong A University in Da Nang to implement the ITTP training program. In addition, the ITTP PO will work closely with COP to give appropriate support to the completion and grant closure of the IVWD project which include ITTP activities and other components. This position is based in Hanoi with estimated at least 30% travel to project sites in Ho Chi Minh City, and Da Nang.

KEY WORKING RELATIONSHIPS

Internal: 
Chief of Party (COP)
Inclusive Education Program staff 

Administrative and Finance staff

Technical Advisor, Partnership and Networking 


Country Manager (CM)
External: 
Project beneficiaries

Project partners



Government stakeholders



Employers



International and Vietnamese NGOs and civil society organizations 



Disabilities Working Group members 



Project consultants



Other project stakeholders as assigned by COP, Technical Advisor, and CM
SPECIFIC RESPONSIBILITIES 

Programming 

· Planning: Provide support to ITTP partners in developing annual training plans and quarterly activity plans with a focus on meeting project objectives, timely and effective project implementation and reaching sustainability of project achievements. Participate actively in the project team’s planning process.  Ensures monthly work plans are discussed and submitted to the COP and follows up.
· Project Implementation: Coordinate with M&E PO and project partners to ensure activities are designed to facilitate monitoring and documenting of activity achievements. Assist COP, partners, and consultants in facilitating the implementation of ITTP project activities. Ensure implementation of activities is according to agreed plans and follows CRS and Donor regulations. 

· Technical support: Proactively discuss with COP on ways to improve training quality and sustainability. Based on guidance from COP, facilitate partners to find action plans for improved outcomes related to training design, training contents, training quality, student support, job placement, and project sustainability.

· Management meetings: Provide necessary information to COP for preparing and presenting a presentation on progress of program implementation against plans and organize quarterly management meetings with ITTP partner management. Participate in problem solving to overcome challenges to implementation and proactively seek advice from COP when it is needed. Take promptly minutes of management meetings and share with relevant stakeholders. Ensure decisions from management meetings are incorporated into activity plans.

· Business Linkage: Support ITTP partners in strengthening business advisory councils (BACs) in Ho Chi Minh City, Hanoi, and Da Nang. Document inputs from employers. 
· Recruiting students: Support ITTP partners to recruit qualified students to participate in ITTP training, with an emphasis of recruiting female students. This includes identifying issues in recruitment with partners, discuss with COP and partners on possible solutions/recommendations to ensure the project provides opportunities for right persons in need.
· Soft skill, job search skill and gender training: Work with M&E PO to identify soft skills demanded by employers and submit to COP to get final decision. Support ITTP partners to design and implement soft skill training and job search skill training. Ensure gender equality and gender-based violence awareness trainings are part of soft skill training of each ITTP student. Work with school staff to design participatory and interactive lessons on soft skills. Ensure changes in students’ soft skill and gender knowledge are documented. 
· Internships and job placement: Work with ITTP partners and jointly identify possible strategies to find or create internship opportunities for ITTP students. Work with ITTP partners and employers to organize job interviews and job fairs to support ITTP graduates find jobs.
· Alumni networks: Work with ITTP partners to encourage ITTP students to join alumni networks before leaving the training program. Actively share news about ITTP, information about jobs and other resources with alumni through alumni network. Leverage alumni networks in support of recruitment of new students, providing mentorship for current students, helping new graduates find jobs, and promote peer support among ITTP graduates.
· Monitoring, Learning and Accountability: Lead and support field level quality monitoring of the project progress, impact and learning with the partners, target groups and communities.  Make regular field visits to project sites to meet with project partners and participants and to monitor quality of activity implementation for project activities in Da Nang city, Ho Chi Minh City and Hanoi. Follow up with the implementation and monitoring plan.  Ensures that trip reports documents all the monitoring finds and alert supervisor immediately when notice any concern.

· Capture of learning and sharing: Continuously capture all lessons learnt for projects, share with COP and partners to identify possibility to maintain successes or improve the quality of the program, it includes sharing lessons learnt among ITTP partners. This includes preparation of ITTP project review workshops with three school partners to ensure the ITTP is documented and disseminated.
· Reporting: Work closely with M&E staff to ensure the consistency in data and project information for reporting. Write draft report relating to ITTP activities and submit to COP to prepare for the periodical reports as required by donor and by government (PACCOM, HUFO, and DOFA) relating to ITTP component. Ensure regular recording of field trips and activity implementation through field trip report and partner meeting minutes.

· Documentation and project evaluation: Consolidate data of the project relating to ITTP component since the beginning of the project and project documentation to well prepare for the final project evaluation. In addition to this, PO might be requested to support the documentation of IVWD project to prepare for the grant completion and closure.
· Program strategy development: Contribute to strategic planning and program development within CRS/Vietnam. Contribute to development of new projects and proposals as required.

· Intra-project linkage: Support COP in strengthening collaboration and cooperation between ITTP and ICT piloting activities of Inclusion of Vietnamese With Disability (IVWD) project.
· Inter-project linkage: Support COP in facilitating learning and cooperation between IVWD and CRS’ other on-going projects in Vietnam.
Finances
· Budgeting: In coordination with COP, develop and monitor annual and quarterly ITTP cash forecasts, maintain regular financial planning, review, suggest adjustment and budget balance for relevant ITTP components. 
· Financial oversight: Support COP, CRS finance staff and partner finance staff to ensure that all ITTP project expenditures, including partners’ cost-share, are recorded in a clear, accurate way that complies with Vietnamese laws, CRS rules and donor regulations. This includes, but not limited to coordination of advances, liquidation, and payment requests. 
· Financial tracking and reporting: Ensure effective tracking and reporting on budget expenses including partner expenses. Alert COP of any concern about overspending or under spending planned budgets.
Partnership, Advocacy and Networking
· Partner relations: Maintain and strengthen positive and productive working relations with relevant government bodies, international organizations, civil society organizations and local partners in Da Nang, Hanoi and Ho Chi Minh City. 
· Networking and advocacy: Maintain positive relations with partners and relevant civil society organizations. Attend external meetings and networking activities related to  related disability issues as agreed with COP. 
Other: Troubleshooting and other program activities / projects related tasks as requested by supervisor.

REQUIRED QUALIFICATION, EXPERIENCE AND SKILLS:

1. Bachelor degree in fields relating to Social Sciences and/or Education 

2. At least five years professional experience, preferably with Vietnamese or international NGOs in the areas of disability issues, education and/or vocational training.

3. Experience in fundraising and business outreach preferred.

4. Practical knowledge of disability related laws and policies in Vietnam and experience working with government and private schools/universities/vocational training centers, MOET and MOLISA is preferred.

5. Good organizational and computer skills (Word, Excel, Powerpoint, E-mail and Internet - required)

6. Good problem solving skills

7. Excellent spoken and written English

8. Good communication and interpersonal skills 

9. Confident, proactive and flexible in work duties

10. Ability to work independently as well as in a team

11. Availability to travel to project sites. 

This job description is not an exhaustive list of the skill, effort, duties, and responsibilities associated with the position.

Required application documents:

Please send completed applications to:

Ms. Tran Thi Thu Hang

Administrative Officer

CRS, No 1 Alley 7, Nguyen Hong Street, Ba Dinh District, Ha Noi.

Or email: hang.tran@crs.org

Deadline for Applications: August 22, 2014 [image: image2.png]
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