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WORLD VISION VIETNAM
POSITION DESCRIPTION

	KEY POSITION INFORMATION

	Job Title
	Special Project Assistant – ETIP (End Trafficking in Person) Program
	
	

	Reports To
	ADP Manager (administratively) and ETIP Pillar Coordinators (technically)

	Department/Group
	Field Operation 
	Location
	Tran Yen District (Yen Bai province)


WORK CONTEXT / BACKGROUND:

World Vision (WV) is a Christian relief and development organization working to create lasting change in the lives of children, families and communities living in poverty. WV serves all people regardless of religion, race, ethnicity or gender. As a child-focused organization, WV’s work focuses on children, ensuring they are protected and their basic needs are met. WV Vietnam (WVV) has a total income of more than USD17,000,000 (FY11) with funding from 16 support countries in Europe, Asia, the Americas and Australia.  

Program Goal: To contribute to the mitigation of the human trafficking problem in the Greater Mekong Sub-region whereby increasing numbers of people are safe from the trafficking threat, survivors are provided with appropriate protection services leading to integration back into society, and government policies provide greater protection to the vulnerable and to victims.

Prevention Outcome: To reduce risk factors that contributes to human trafficking at the individual, community, and structural levels and to increase the protective factors and resilience of the most vulnerable families and individuals to prevent trafficking

Victim Protection Outcome: To strengthen the protection services to vulnerable persons and victims of trafficking in the GMS, and to promote the (re)integration of victims of trafficking
Policy Advocacy Outcome: To effectively advocate for a positive policy environment that increases protection and wellbeing of trafficking victims and those vulnerable to trafficking.
The program will be integrated in Nong Son, Tran Yen and Huong Hoa ADPs. The program has one manager, 3 pillar coordinators and one Financial Officer who are based at the national office. The program works in closure support and management from the responsible ADP managers and ETIP field staff based at the ADP level. 

PURPOSE OF POSITION: 
To assist the Pillar Coordinators and ADP Manager in planning, implementing, monitoring and evaluating ETIP program activities within the ADP for achieving the goal, outcomes, and outputs in the ETIP design document and logical framework, particularly related to anti-trafficking, covering prevention and protection, advocacy aspects at local level
	ROLE DIMENSION / DESCRIPTION
	End Results Expected
	Time Spent

	Planning 
	· Assistance is provided to the Project Coordinators and ADP Manager to develop Plan of Action at grassroots levels, ensuring the integration between ETIP and ADP.

· Problems and alternative solutions as well as opportunities for partnership are identified by participating in community needs assessments including stakeholder analysis and situation analysis in collaboration with other ADP team members.
· Potential stakeholders and resources are identified for partnerships/ project implementation in the


	15% 

	Project Activities Implementation, Monitoring and Reporting 
	· Assistance is provided to partners in providing safe migration assistance services.

· Partnership with the local Steering Committees on combating trafficking is promoted and strengthened.
· Assistance is provided to training on and support activities of life skill education for children and youth.

· Direct assistance and protection services are provided to vulnerable and trafficked victims/persons.
· Support is provided to each client and the progress of his/her reintegration is tracked in cooperation with government counterparts.

· Meetings with volunteers, case workers and project management boards (PMB) for reflection and case management review are organized monthly or when needed.

· Appropriate expenditures/ utilization of funds are ensured
· Partnership with appropriate stakeholders is established. 

· Project activities at the ADP level are monitored to ensure the project goal is achieved.

· Information about project activities is gathered and documented regularly.

· Act as a contact person of the ADP for routine issues concerning ETIP 

· Attend reflection meetings at ADP and meetings at national level. 

· Assist Project Coordinator in project design, implementation, monitoring and reflection

· Project activities are implemented in well coordinating with the other projects at ADPs 

· Project reports are developed in good quality and delivered on time 

· Ensure ETIP related document at field are filed for references
· Ensure WVV and ETIP finance procedures and guidelines

· Carry out interdependent activities within the ETIP Program that have been jointly

· Support Project Coordinator in liaising with Provincial Program partners upon request 


	60%

	Capacity Building 
	· Volunteers and caseworkers are trained on facilitation and program skills.

· Life skill education is provided to targeted groups.  

· Assistance is provided to the Protection and Prevention Project Coordinators in capacity building for caseworkers and government counterparts who will carry out anti trafficking work at grassroots levels 

· Awareness raising is provided to and lesson learnt of ETIP project activities is shared with other ADPs.
	20%

	Surveys
	· Contribution is made to project baseline survey, participatory rural appraisal, project mid-term and final evaluation, or other social surveys 


	5%


	No. Direct Report:
	to ADP manager and Project Coordinators
	Positions Supervised:
	No

	Other Reporting Relationships
	Liaise with Project Coordinators for technical inputs

	Financial Authority
	No 

	Annual Total Budget
	Up to US$50,000 

	Decision Making Authority
	 Within WVV Policies and Guidelines 


	Important Functional Relationships: 

	
Contacts

	Reason for Contact
	Frequency of Contact 

(Daily, Weekly, Monthly)

	Project Manager, Project Coordinators, ADP Manager 
	To get overall guidance and approval 
	Daily or Weekly

	Project Bookkeeper   
	Financial issues 
	When needed

	Project Team Members  
	Sharing/learning; events co-organization
	Weekly

	Volunteers, Local Partners
	Project Operation including Assessment, Design, Implementation, Monitoring and Evaluation.
	Daily 

	Suppliers & Consultants 
	Purchases, Training/Capacity Building
	Monthly 

	Major Challenges:

	
Challenge

	Possible Approaches/Solutions

	· This job requires working at weekends and after office hours because some target groups be contacted during normal working hours. 
· This job requires technical support in anti-human trafficking which is still new to the job holder
· This job requires travelling outside of ADP areas upon request of victims returning 
	· Compensatory Leaves  
- More training on skills and knowledge related to anti human trafficking

- Guidance from Project coordinators

	Knowledge, Skills, Abilities:

(The following knowledge, skills, and abilities may be acquired through a combination of formal schooling, self-education, prior experience, or on-the-job training.)

	Education
	· Bachelor degree
· Bachelor social science or related fields
	· Essential

· Preferred

	Knowledge & Skills
	· Conceptual understanding of and commitment to development work, especially Christian, child-focused, community-based development concepts, approaches and processes; 

· Community mobilisation skills, including networking/coordination among different local partners; 

· Demonstrated training and group facilitation skills; 

· Good time management and organizational skills; 

· Good interpersonal and communications skills;  

· Fair English, especially report writing and reading skills; 

· Good computer skills in Word, Excel, Power point and email;
	· Preferred

· Essential 

· Essential 

· Essential 

· Essential 

· Essential 
· Essential

	Experience
	· 1-2 years of relevant work experience.

· Experience in INGO-funded project planning and implementation.
	· Preferred

· Preferred

	Work Environment
	· Work in a team environment; 
· Project Manager, Finance staff and another project team are based in a different workplaces 
· 50%  of time is required for field visits

	Core Capabilities:


	Achieving Capabilities:


Achieving quality results and service

Practicing accountability and integrity

Communicating information effectively

	
	Self-Managing Capabilities:


Demonstrating Christ-centre life and work
Learning for growth and development

Maintaining work/life balance and effectiveness

	
	Thinking Capabilities:



Thinking clearly, deeply and broadly
Understanding the Humanitarian Industry

Understanding World Vision’s mission and operations

Practicing innovation and creativity

	
	Relational Capabilities:



Building collaborative relationships
Practicing gender and cultural diversity

Influencing individuals and groups
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