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WORLD VISION VIETNAM
POSITION DESCRIPTION

	KEY POSITION INFORMATION

	Job Title
	Micro Finance Unit (MFU) Operation and Quality Assurance Officer
	
	

	Reports To
	MFU Operation Manager

	Department/Group
	Micro Finance Unit 
	Location
	Hanoi or Danang


WORK CONTEXT / BACKGROUND:

As per WV Vietnam strategy, micro finance is managed as one of its initiatives. Micro Finance program’s mission is to foster improvement in the quality of life among client targets in Vietnam by assisting the economically active poor and graduating the moderate and poorest of the poor into entrepreneurial skills. This will be accomplished through a sustainable Micro Finance program that provides access to loans, and financial management knowledge in and around the Area Development Programs (ADPs). 


MF Program is structured in two management levels: central office in Hanoi and branch office at provincial and/ or regional level. All direct transactions with clients including clients screening, loan processing and loan collection are carried out at communities’ level through a network of local staff. 
MFU’s strategic direction:

Operates toward social mission, not for profit, moving forward long term self-sustainability, not depending on grants/ subsidy and plans to continue the operation even when ADPs phase out based on the credit needs of local people
At present, MF Program is operating in 08  branches (11 sub-branches) located in 11 needy ADPs covering 11 districts of 5 provinces throughout Vietnam.  

PURPOSE OF POSITION: 

To support MFU Operation Manager to improve performance of branches as well as to achieve the general target of the program. 

	ROLE DIMENSION / DESCRIPTION
	End Results Expected
	Time Spent

	PLANNING  
	·  Effective assistance is provided to prepare MFU’s overall business strategy as well as annual operation plan and budget of each branch.

· Consultation and support is provided to Operation Manager and Branch Managers to implement marketing strategy, and develop client development strategy to ensure operation targets of branches and MFU. 
	20%

	OPERATION IMPLEMENTING 

	· The policy compliance at branch level and quality of internal control of the program is ensured.
· Valuable inputs are provided to establish and develop appropriate management tools and monitoring systems.
· Operation progress compared with approved target of branches is closely followed up by reviewing, analysing monthly progressing reports, regularly field visiting, etc. 

· Shortcomings/ problems are identified and correct actions are recommended and discussed with branch staff at the regular branch meetings to help branches achieve their own operation targets.
· Valuable inputs for policy improvement are provided with the proactive participation in regular meetings of MFU Management team.

· Be representative of MFU Management Team to attend regular meetings with PMB and ADPs when required.
· Be representative of MFU to participate in joined evaluations with ADP and share results with partners when assigned.
· Assistance is provided to conduct market survey for branch opening; surveys of clients’ satisfactionas well as external industry providers.
· Proactive supports are provided to Operation Manager to conduct new projects, such as product development; management tools (MIS…) upgrade; integration initiatives of MFU activities with other sectors/ ADPs of WVV.
· Valuable information is collected to help MFU senior management team write project proposals.
	40%

	QUALITY MONITORING AND DEVELOPMENT
	· All activities of branches, including new group formation, clients screening, loan processing and loan collecting, group/cluster meeting, financial transactions, reporting, etc., are closely, regularly and randomly monitored and supervised to ensure that they follow operation and financial policies and regulations.
· In closely cooperation with branch manager, branch accountant and branch assistant, all fraudulences, misconducts which might damage organizational assets and resources and affect to the organization’s image and prestige are identified, verified in a timely manner.
· Operation progressing report which points out problems/issues of each Branch and suggests solutions is submitted to MFU Operation Manager on monthly basis. 
· Monthly reports on quality monitor of each branch are submitted to Operation Manager.
· Management and monitoring tools applied at head office and branch are developed and suggested.
· Inputs are made to contribute to external reporting that include VFI; MFWG and other partners when required

	25%

	TRAINING AND CAPACITY BUILDING 
	· In cooperation with branch managers and the operation officer in charge of training, training needs and capacity building plan for loan officers/ loan trainees are identified based on the performance review process. 
· Branch managers and branch assistants are trained and coached about monitoring and management skills. 
· Assistance is provided to branch managers to conduct training to loan officers and cluster leaders on credit management skills and technical procedures of program.

· Self capacity is constantly improved by self learning and participating in relevant training courses.
· Helpful inputs are provided to operation manager in annual performance appraisal process.
· Contribute your opinions to Operation Manager in the annual Performance Review of Branch management team
	10%

	RELATIONSHIP BUILDING
	· Relationship with ADP staff, representatives of local partners and branch members are developed and maintained.

· Great efforts are contributed to build Branches and overall MFU into a united, accountable and spiritual team.
· Other tasks assigned by the supervisor are conducted
	5%


	No. Direct Report:
	2-3 when authorised
	Positions Supervised:
	Branch Managers when upon required.

	Other Reporting Relationships
	

	Financial Authority
	Per MFU LOA

	Annual Total Budget
	NA

	Decision Making Authority
	Within MFU  Policies and Guidelines 


	Important Functional Relationships: 

	
Contacts

	Reason for Contact
	Frequency of Contact 

(Daily, Weekly, Monthly)

	MFU Operation Manager 
	Overall guidance and approval 
	Daily 

	Operation team members
	Experience sharing/ learning/ peer support
	Periodically/ when required

	Branch Managers/ branch staff 
	Monitoring and technical support 
	Daily 

	MFU local partners, clients 
	Cooperating, training
	Periodically/ when required

	MFU IT Officer 
	Implementing loan tracking system software
	Daily 


	Major Challenges:

	
Challenge

	Possible Approaches/Solutions

	· Microfinance becomes more challenging nowadays with stronger competition. This may require the position to have business acumen to come up to appropriate solution to the branch. 
	· Get frequent update on business trend from banking sector as well as from each branch
· Be proactive, innovative to get new ideas of doing business

	· Management skill of branch managers is still limited, which increases workload for Operation officer
	· Be trained on Time Management and Planning Skills


	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/ college degree in Economics, Finance, Finance of Accounting, Banking or Business Administration;
	· Essential



	Knowledge & Skills
	· Understanding of Microfinance activities, small enterprises development or trends of business
· Ability  to prepare plan and manage financial issues; 
· Good verbal communication and marketing skills
· Fluently in Microsoft Office (including Word, Excel, Power Point and Internet) 

· Be committed to work with the poor and have customer service oriented mindset; 

· Active, adaptable and having team spirit

· Assertive, creative, patient and being integrity

· Honest, enthusiastic and inquisitive;
	· Essential

-  Preferred
· Essential
· Essential

· Essential

· Essential 

· Essential 

	Experience
	· Working experiences with community development projects, priority over experiences for managing and conducting MFU Program or increasing income activities, including business development services.
	· Preferred


	Work Environment
	· Work in a team environment with  great diversity 

· Regular field visits are expected 
· Strict requirements, as a nature of credit industry, must always be met which frequently induces mental stress,

	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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