[image: image1.png]



USAID/Vietnam

Employment Opportunity for Vietnamese National

CCNPSC Announcement #04/05
The United States Agency for International Development is recruiting a Vietnamese National to fill the temporary position of SECRETARY at USAID/Vietnam Country Program Office, Hanoi:

POSITION: Temporary position not to exceed 4.5 months (December 1, 2004–April 5, 2005)

Minimum Qualifications:  Completion of High School is required and specialized

secretarial training (including courses in typing, office practices, word process) with

certificate of completion is highly desirable.  Further advanced education or

university/college degree is preferred.  Fluent written and oral proficiency (Level 4) in both English and Vietnamese is required.  A minimum of 5 years of specific and progressively more responsible experience in the field of secretarial/administrative management is required with at least one year of this experience with a U.S. Government Agency or other international organization(s) preferred.  At least two of the five years must be as a Secretary/Administrative Assistant to a senior manager (at the Executive Level).  Prior experience and knowledge of U.S. Government Secretarial/Administrative practices and procedures are preferred.

SALARY RANGE:  FSN-7 Grade Level

Salary and benefits will comply with the U.S. Mission’s Local Compensation Plan and Benefits package.

TO APPLY: All interested candidates may obtain an application package, which includes Position Announcement, Detailed Position Description and Employment Application Form (OF-174), at the Security Desk, 2nd Floor, Rose Garden, 6 Ngoc Khanh Street, Hanoi, Vietnam - or - candidates may download the application package from the following website:  http://vietnam.usembassy.gov/wwwhaidbrochure.html
Completed application, which includes Employment Application Form (OF-174); application letter; curriculum vitae; copy of education certificates, can be sent by mail to or dropped at the U.S. Embassy, 7 Lang Ha Street, Hanoi, Vietnam for the attention of USAID/Vietnam office.

DEADLINE: Deadline for submitting application is November 3, 2004 at 4:00PM.

Telephone calls or individual appointments cannot be accepted regarding this announcement.  Only applicants who have been short-listed by the Selection Committee will be contacted, either by telephone or mail.

USAID IS AN EQUAL OPPORTUNITY EMPLOYER

Position Description

Position: Secretary (Temporary, not to exceed 4.5 months)

FSN-120 

13. BASIC FUNCTION OF POSITION

Under the overall direction of the USAID Regional Mission Asia, headquartered in

Bangkok, Thailand, the USAID/Vietnam Office team is located in Hanoi. As a member of the 12-person USAID/Vietnam Office, the incumbent must be able to recognize the importance of timely and accurate execution of secretarial/administrative duties and responsibilities to enable all staff to meet the commitments of the USAID/Vietnam Office.

The incumbent serves as the principal Secretary to the Head of the U.S. Agency for International Development Office in Hanoi, Vietnam (USAID/Vietnam) - the USPSC Country Manager. The incumbent provides the full range of "Front Office" Secretarial services and assistance to the Country Manager. In addition, when required or necessary and to ensure maximum efficiency and -productivity within the office, the incumbent will be required to provide secretarial/clerical services in direct support of program and project management activities. With the ever increasing prominence of the USAID/Vietnam portfolio, dependable/reliable secretarial and administrative support services will be essential, therefore, the incumbent will be required to adapt quickly to change and demonstrate flexibility in meeting the needs of the customers the position serves.

The Secretary position will require an individual able to work well under pressure; the ability to follow through on work assigned without constant follow up or reminders; ability to meet/adhere to established timeframes and deadlines. The incumbent will share responsibility for point of contact with the FSNPSC Office Manager thus, serving as the first or second point of contact with USAID/Vietnam Office for customers to include but not limited to the: 1) Government of Vietnam (GOVN) Organizations; 2) Office of the Ambassador, American Embassy, Hanoi and Consul General in HCMC; 3) International Donor Organizations; 4) USAID Mission in Cambodia and others within the Region; 5) USAID/Washington Offices/Bureaus; 6) International business organizations/partners; 7) and other local, regional and international organizations (public, private and civil society). Integrity, honesty, discretion, confidentiality and strict attention to detail are critical and required attributes of the incumbent and required for the successful performance of duties/responsibilities assigned.

14. MAJOR DUTIES AND RESPONSIBILITIES

As the Secretary to the Country Manager, the incumbent oversees and coordinates all secretarial and administrative support activities in the Office and performs a wide variety of secretarial/administrative and clerical duties to ensure smooth, effective and efficient operations within the USAID "Front Office." This includes screening/greeting all visitors/guests and callers and providing non-technical information or referring them to other office staff as/when necessary and appropriate; typing, collation, and dissemination of documents; maintaining official files (except for procurement files); scheduling meetings; answering/placing telephones for the Country Manager; and ordering office supplies, as appropriate. This position is not an entry-level secretarial position and as such requires excellent secretarial skills and extensive prior work experience. The incumbent of this position reports directly to the USPSC Country Manager and can/will receive technical administrative/secretarial guidance from the FSNPSC Office Manager.

SECRETARIAL FUNCTIONS:





50%

-Works closely and collaboratively with the Country Manager, plans, establishes priorities, organizes and carries out the secretarial/administrative and clerical functions within the USAID/Vietnam Office. 

-Receives and reviews all correspondence/documents which must pass through the Country Manager's Office prepared by all other USAID/Vietnam functional offices and/or units to ensure correct formatting of documents, correct punctuation, capitalization, paragraphing, spelling, grammar, language, form and content in accordance with accepted USAID/Vietnam Office practices and ensures, that all correspondence is properly cleared before distribution or transmittal. Types memoranda, letter correspondence, cables, forms, charts, tabulations, faxes and official transmittals, using the computer in conformance with USAID/Vietnam and Agency-specific policies and procedures.

-Receives all incoming telephone calls and visitors with courtesy, patience, tact and diplomacy and provides information to inquirers within scope of knowledge and authority or refers them to other USAID Office staff as appropriate. 

-Provides secretarial/administrative support for high level visitors as appropriate and/or required. Prepares and/or updates visitor briefing books, prepares meeting schedules, in-country travel itineraries, arranges for hotel/lodging accommodations; airport arrival/departure and expeditor services (as/when required) and hotel to office transportation arrangements.

-Correspondence: The incumbent will establish and maintain automated logs for all incoming/outgoing correspondence. Monitors USAID/Vietnam's incoming Cable Communications by following-up with the appropriate USAID/Vietnam Office staff member(s) responsible for responding as/when necessary.

-On own initiative drafts for the Country Manager's signature: 1) letters of acknowledgment; 2) concurrence cables; 3) letters of transmittal; 4) USAID-specific memos; 5) other cables as appropriate and/or required; 6) letters and similar routine correspondence and memoranda in both Vietnamese and English as requested or required.

-Time and Attendance; Prepares, submits and maintains as appropriate, time and attendance data for each pay period for all categories of USAID/Vietnam Office Staff (FSNPSC and USPSC).

- Office Supplies: Prepares requisitions for office supplies, repairs on office equipment, and printing services on a regular basis to ensure office supplies are readily available and equipment is fully operational.

ADMINISTRATIVE MANAGEMENT SUPPORT DUTIES/RESPONSIBILITIES: (50%)

-Maintains Country Manager's working calendar(s). Manages logistical arrangements for attendance at local and/or international conferences/meetings/seminars to include but not limited to: 1) transportation; 2) lodging/hotel accommodations/reservations, 3) RSVP confirmation of attendance, preparation of materials for presentation, etc. 

-Office Management & Administrative Support Services: The incumbent will work with the USAID/Vietnam FSNPSC Office Manager and assist him/her in providing administrative services to the office to include, but not limited to, the following: the design, implementation and maintenance of a document tracking and information retrieval- system for the office; maintenance of an up-to-date filing system; -completion of time sheets; coordination of travel and leave schedules; implementation of routine maintenance of office equipment, as necessary; and scheduling and completion of arrangements for local briefings for visiting USAID/RDM/A technical and support staff.

-Communication and Liaison: Maintains uninterrupted communication and liaison with USAID Office Staff, Embassy Officers, NGO and Donor partners is important for the Office. The incumbent will, therefore, be responsible for: 1) making contact with USAID/Vietnam Office staff traveling on official TDY and for forwarding and relaying urgent messages and actions; 2) facilitating all responses to inquiries for information on the USAID Office's portfolio; 3) providing liaison and relevant support for all VIP visitors and/or international consultants; and 4) facilitating/coordinating travel arrangements for senior level USAID/Cambodia and ANE USAID/Washington official visits to the USAID/Vietnam Office and other regions of the country.

-Travel Coordination: Prepares domestic and international trip requests for the Country Manager, Program Managers, and FSNPSC Program Assistants. Prepares requests for actual subsistence and obtains approved travel authorizations and tickets. Responsible for the logistical arrangements for all official transportation/travel for the Country Manager, Program Managers, and FSNPSC Program Assistants. 

15. REQUIRED/PREFERED QUALIFICATIONS

a. Education: Completion of High School is required and specialized secretarial training (including courses in typing, office practices, word process) with certificate of completion highly desirable. Further advanced education or university/college degree is preferred.

b. Prior Work Experience: A minimum of five (5) years of specific and progressively more responsible experience in the field of secretarial/administrative management is required with at least one year of this experience with a U.S. Government Agency, and/or other international organization(s). At least two of the five years must be as a Secretary/Administrative Assistant to a senior manager (at the Executive Level). Prior experience and knowledge of U.S. Government Secretarial/Administrative practices and procedures is preferred;

c. Post Entry Training: The incumbent is expected to possess the necessary secretarial and administrative skills/abilities required to carry out/perform the duties/responsibilities of the position. 

d. Language Proficiency: Level IV, strong written and oral proficiency in English is required. In addition, the incumbent must be fluent Level V (native facility) in Vietnamese. Given the nature of the position, effective written and oral communications are absolutely critical to perform successfully in this position. The incumbent must be able to communicate effectively and accurately with: 1) all categories of USAID Office employees; 2) Ministerial level Officials working in the Government of Vietnam (GOVN); 3) colleagues working in the Offices of the Ambassador, Administration, and Security, etc.; 4) other appropriate Embassy Offices and support staff when appropriate and/or necessary (i.e., Administration, Political, Consulate, etc.); 5) numerous international Organizations, Donors, and Embassies; 6) Office Directors, Desk Officers, Executive Management Officers working in the USAID/Washington-based South East Asia Bureau; and 7) the general public. The incumbent is required to be able to prepare concise/thorough documents (as/when required) to include but not limited to: 1) minutes of any meeting(s) called by the Country Manager; 2) Staff Meetings; 3) USAID Office-wide e-mail communications; 4) translation of incoming correspondence/documents to the Office of the Country Manager as/when required. The incumbent must also be capable of preparing reports, correspondence, budgetary documents in a professional and competent manner requiring little or no editorial changes.

e. Knowledge: Mastery of English/Vietnamese grammar, spelling, punctuation, paragraphs and sentence structure (syntax) is required. Demonstrated proficiency in typing various correspondence formats (i.e. memoranda, letters, reports, faxes, etc.) as well as standardized documents and forms is required. Thorough knowledge gained from prior work experience in how to provide dependable secretarial/administrative support and assistance to an individual at the "executive level". Comprehensive knowledge and understanding of the Government of Vietnam's (GOVN) organizational structure to include various Ministries, their internal operations and staffing structure preferred.

f. Skills and Abilities: The ability to work effectively in a team environment is required. The incumbent must be able to work calmly, tactfully, and effectively under pressure and to demonstrate extreme flexibility to manage more than one activity at a time in the performance of daily administrative management duties and responsibilities. In addition, excellent

- communications and inter-personal skiffs are critical for: 1) the maintenance of productive working relationships with USAID Office personnel; 2) interaction with appropriate individual(s), departments within USAID/Washington and USAID personnel on various subjects and/or issues; and 3) gaining acceptance of Agency-specific changes/decisions relative to

secretarial support. The incumbent must also be skilled in effectively guiding USAID/Vietnam's flow of documents and work through and/or to the Office of the Country Manager. Strong organizational skills are required. Excellent interpersonal and communications skills are required to develop and maintain collaborative and effective working relationships within the Office of the Country Manager and other offices, internal/external contacts, consultants From USAID/Washington, representatives From the various GOVN Ministries and other international organizations and donors. The incumbent is required to have: 1) the ability to follow oral instructions and to organize, prioritize and follow through on all assignments with minimal oversight; 2) accuracy in typing; 3) strong proof reading skills; 4) a strong focus on "attention to detail"; 5) and demonstrated proficiency in word-processing, spreadsheets, databases, and other computer programs (EXCEL, INFO Forms, Lotus 1-2-3-, PowerPoint, etc). The ability to maintain strict CONFIDENTIALITY relating to all areas of USAID/Vietnam's "Front Office" matters is -required. ill addition, to be effective he/she must be tactful in working with internal and external contacts as well as all categories of USAID Office personnel.

16. POSITION ELEMENTS

a. Supervision Received: The Secretary to the Country Manager is directly supervised by the Agency's principal Officer at Post, the USPSC Country Manager, and/or his/her designee. 

b. Available Guidelines: The incumbent is required to master USAID Office and Agency-specific policies and procedures which govern secretarial/administrative support services. The USAID/Vietnam-established secretarial and administrative operating procedures, policies and formats; oral guidance from the immediate Supervisor; and specific detailed instructions will be given (when necessary) for carrying out unique assignments. The USAID-specific CD ROM Directive Access, Agency records and communications management procedures, USAID Automated Directives System (ADS), USAID/Vietnam Office Orders and Notices, and USAID/Vietnam's internal policy handbook are readily available to the incumbent.

c. Exercise of Judgment: Since the employee will handle typical secretarial duties and responsibilities, repetitive in nature, the incumbent will work independently and in accordance with established USAID/Vietnam Office and/or Agency administrative policies and guidelines. Sound judgment and confidentiality are critical to the successful performance of the job. The incumbent will also be required to follow and adhere to the Agency's Code of Ethics and Conduct.

d. Authority to make commitments: The incumbent will have no independent authority to make any resource commitments or commit U.S. Government (USG) or USAID Office funds on behalf of the U.S. Government, USAID/Vietnam, or the Office of the Country Manager.

e. Nature, Level and Purpose of Contacts: To effectively function in this position, the incumbent will be required to establish and maintain solid working relationships with all categories of USAID Office personnel. 

f. Supervision Exercised: This is a non-supervisory position. 
