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Position: Secretary 







         FSN-4005 POSNO: VN-016
BACKGROUND INFORMATION

USAID/Vietnam: The USAID Regional Development Mission Asia (RDM/A) is responsible for the development and management of USAID’s programs in Thailand, Laos, Burma, China, and Vietnam, as well as regional initiatives which include South and Southeast Asia. Under the direction of the RDM/A, the Vietnam program office has three strategic objectives: 

· Accelerated Transition to a More Open Market-based Economy 

· Improved Access to Services for Selected Vulnerable Groups 

· Improved Sustainable Urban/industrial Environmental Management. 

The programs of the strategic objective on improved access to services for selected vulnerable groups focus on four main areas 1) HIV/AIDS – which covers a wide range of HIV/AIDS prevention, care and support and mitigation activities;  2) Disabilities – which covers a diverse range of programs serving people with disabilities including policy, advocacy, training for the provision of prosthetics and orthotics, and inclusive education; 3) Disaster Mitigation – which covers both emergency disaster relief and national level mitigation programs through support to the United Nations Development Program and the Ministry of Agriculture and Rural Development; and 4) Anti-Trafficking – which supports rehabilitative services to women and children rescued from trafficking. The USAID Vietnam program categorizes the disabilities programs as: Humanitarian Assistance, while the HIV/AIDS, anti-trafficking and related health programs fall under the title: HIV/AIDS/Health.

ACTIVITY BACKGROUND:

In 1997, with the lifting of legal restrictions, US government aid to Vietnam shifted from one of providing humanitarian assistance to implementing broad-based development activities. In 1997-98, USAID introduced new activities for HIV/AIDS and maternal and child health. With support from the regional HIV/AIDS program, USAID assisted the National AIDS Standing Bureau to improve its ability to implement AIDS prevention programs. Activities focused primarily on provinces that border Cambodia, China and Laos, and included condom social marketing, communication to promote behavior change for high-risk groups, sexually transmitted infection case management, and policy interventions. 

For the past five years, the US government has sponsored two major financial and technical support programs for HIV/AIDS activities in Vietnam. USAID supports behavioral surveillance surveys in five provinces, comprehensive HIV/AIDS prevention and behavior change interventions in four provinces, condom social marketing, and capacity building at the national and subnational levels. Interventions are designed to reduce risk behaviors among the people who are most vulnerable to HIV – injecting drug users and female sex workers. USAID partners with the US Centers for Disease Control (CDC) for their research, training, prevention and care and treatment programs with a significant portion of resources earmarked for voluntary counseling and testing. 

In June 2004, Vietnam was designated the 15th focus country in the President’s Emergency Plan for AIDS Relief. As a result, USAID’s HIV/AIDS activities and funding in Vietnam will dramatically and rapidly scale up. USAID/Vietnam’s activities will focus on: 

· Targeted prevention for high risk groups

· Expansion of care and support including PLWHAs and OVCs

· Improving access to treatment for OIs and ARVs

· Strengthening strategic information to develop stronger data for decision making and surveillance systems

· Developing community based models for mitigating the effects of the epidemic

· Policy and advocacy to support policy development and PLWHA networks

· Capacity building of policymakers and health providers

13. BASIC FUNCTION OF THE POSITION:

This Foreign Service National position is located in the Health and Humanitarian Assistance Office (HHAO) of USAID Vietnam in Hanoi. The primary focus of this position is on HIV/AIDS activities managed by USAID/Vietnam. Under the general supervision of the HIV/AIDS Program Manager, the incumbent will serve as an important member of the USAID/Vietnam team. The USAID/Vietnam Team currently comprises: 1) Country Program Manager; 2) Economic Growth Program Manager; 3) HIV/AIDS Program Manager; 4) US-Asia Environmental Partnership Program Manager; 5) Program Development Assistant (Economic Growth); 6) Program Development Assistant (Humanitarian Assistance); 7) Program Development Assistant (HIV/AIDS/Health); 8) Program Development Assistant (USAEP); 9) Office Manager; 10) Secretary (General) 11) Secretary (USAEP); 12) 2 Chauffeurs.

As the Secretary to the HIV/AIDS Office Director, 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. 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 telephone calls for HHAO staff; 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 HIV/AIDS Office Director.      

The incumbent will be closely supervised and monitored in the performance of the duties during the authorized probationary period, in compliance with the guidance contained in the Local Employees Handbook and established Mission practices.

14. MAJOR DUTIES AND RESPONSIBILITIES:

SECRETARIAL FUNCTIONS:







(50%)

•
Working closely and collaboratively with the HIV/AIDS Program Manager, plans, establishes priorities, organizes and carries out the secretarial/administrative and clerical functions within the Health and Humanitarian Assistance Office. 

•
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 HHAO staff as appropriate. 

•
Establishes and maintains automated logs for all incoming/outgoing correspondence.  Receives, logs in and distributes promptly all correspondence. Monitors incoming communications requiring action and tracks and follows up with the appropriate staff member(s) to ensure response is timely. Receives and reviews all outgoing documents prepared by other HHAO staff to ensure accuracy. 

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

ADMINISTRATIVE MANAGEMENT SUPPORT DUTIES/RESPONSIBILITIES:

(50%)

•
Office Management & Administrative Support Services: The incumbent will provide 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, as appropriate, for visitors to the office.

•
Communication and Liaison: The incumbent will be responsible for: 1) maintaining contact with HHAO staff traveling on official TDY and for forwarding and relaying urgent messages and actions; 2) facilitating all responses to inquiries for information on the HHAO’s portfolio; 3) providing liaison and relevant support for all VIP visitors and/or international consultants; and 4) facilitating/coordinating travel arrangements for official visits to the HHAO.

•
Travel Coordination:  The Secretary is responsible for the logistical arrangements for all official travel/transportation for the staff of the HHAO to include travel requests, travel arrangements and tickets, detailed travel schedule/itinerary, briefing documents for each site visit and locally leased transportation services if required.

•
The incumbent will work closely with the CCNPSC Office Manager in organizing HIV/AIDS seminars, meetings, and representational events.   This may include, but not be limited to, drafting invitation letters; completing participant travel arrangements; preparing briefing materials and/or packages; and preparing presentation materials for the technical officers or VIP guests (from other international organizations, USAID/Washington, etc.) attending the seminars/meetings (i.e., preparing power-point slide presentations and mounting seminar displays as/when appropriate).  The Secretary will be required to draft, collate, and circulate Conference and/or Meeting proceedings as/when requested. 

15. REQUIRED QUALIFICATIONS:

a. Education: Completion of Secondary School and a successful two year secretarial training from a secretarial college.

b. Prior Work Experience: At least four years of secretarial experience is required. 

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. Post entry training will, therefore, be focused primarily on the Agency’s established policies, procedures and regulations that govern USAID-specific secretaria/ administrative support functions and responsibilities. An emphasis will be placed on Agency organized or USAID Office sponsored training in areas of document database management and advanced computer technology as required to provide maximum secretarial/administrative support services to the HIV/AIDS team (i.e., MS Word Programs- EXCEL, POWERPOINT, ACCESS and OUTLOOK). In addition, the immediate supervisor will identify Agency and/or local training opportunities as/when available and/or necessary. Training in the USAID Automated Directives System (ADS) and USAID-specific Records Management and Filing Systems (i.e. formerly found in USAID Handbook 21- Communications and Records Management) will be provided.

d. 
Language Proficiency: Level IV English ability (fluent) is required. Employee must possess a high degree of proficiency in both written and spoken English. 

e. Knowledge: The incumbent must have a thorough knowledge and proficiency of office 

procedures and practices, including filing.

f. Skills and Abilities: The incumbent must have a minimum of Level 11 typing ability but 

typing skills well above the 50 WPM level is desired. Proficiency in the operation of  a computer is absolutely necessary and a requirement. Demonstrated skills in using the following software packages or clearly demonstrated ability to quickly learn these is essential: MS WORD, EXCEL, ACCESS and POWER POINT. Must also be proficient in the use of email and internet.

g. Physical Condition: The successful candidate will be required to pass a physical certification exam, paid for by the US Government.  USAID prohibits discrimination in hiring and employment on the basis of physical or mental impairment.  USAID promotes, with reasonable accommodation, the full realization of equal employment opportunities for the disabled in recruitment, promotion, assignment, and training. 

16. POSITION ELEMENTS:

a. Supervision Received: Supervision is received directly from the HIV/AIDS Program Manager or any assigned officer in the HIV/AIDS team. It involves both day-to-day instructions on specific work items as well as general instructions for overall work performed on a semi – routine basis. While the supervisor provides certain guidelines, priorities and deadlines, the secretary is expected to establish and carry out a large range of activities within his/her own recognized sense of priorities and responsibilities for the requisite office work. In addition, the incumbent will be expected to work in close cooperation with  the secretary of the Country Program Manager, to coordinate the provision of secretarial support to all the professional staff in the HIV/AIDS team. 

b. Available Guidelines: Verbal and written instructions, as well as USAID Handbooks and Administrative Notices. The incumbent will need a general awareness of USAID policies, Division operations and a familiarity with the programs and relations in Vietnam.

c. Exercise of Judgment: On his/her own initiative, the secretary will prioritize, undertake and prepare, subject to general approval, the supervisor’s administrative work and provide secretarial support to other professionals in the division. Much of this will involve arrangement of travel, meetings and scheduling time. The incumbent will assume responsibility for carrying out a substantial portion of work independently according to established procedures and based on his/her previous experience and training, s/he will exercise judgment in allocating his/her own work time.

d. Authority to Make Commitments: The incumbent will have no independent authority to commit U.S. Government (USG) (USAID/Vietnam) funds on behalf of the U.S. Government or the USAID Regional Mission.

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 personnel and to communicate directly and effectively with Embassy and other USG personnel and with members of donor agencies, international organizations, and NGOs/implementing partners and with high level officials of governments in the region.
f. Supervision Exercised: This position is designated as non‑supervisory.

g. Time Required to Perform Full Range of Duties: The incumbent will be expected to perform this range of activities within 24 months.

