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8. Make travel and accommodation arrangements for VEF Board members, the 
Executive Director (ED), and the U.S. staff traveling to/from the United States 
and in Vietnam. 

9. Develop, manage, and maintain the schedules of VEF Board members, ED, 
and U.S. staff when they are in Vietnam. 

10. Translate VEF general documents such as press releases, VEF on the news, or 
program related documents, etc. 

11. Be responsible for logistics arrangements with the press and media. 
12. Assist with logistics arrangements related to the VEF programs and activities 

especially during the major projects and events of VEF such as the Pre-
Departure Orientation. 

13. Be in charge of the front office when the Intern is absent. 
 

II. Key duty and responsibility 2: Other duties (15%) 
1. Communicate in a timely manner with appropriate personnel in the VEF 

headquarters office in the United States and with the VEF Hanoi staff. 
2. Demonstrate commitment to the VEF mission and promote the VEF image 

and reputation in Vietnam. 
3. Provide support to the program team when required. 
4. Other duties as assigned by the FHRAM and/or DDFA and/or the Country 

Director.  
 
QUALIFICATIONS AND REQUIREMENTS:  
 

1. Vietnamese national with at least two-year professional work experience with an 
international development organization, non-profit agency, academic institution, 
international education organization, or private international company. 

2. A Bachelor’s degree. 
3. Solid professional work experience with an international development organization, 

non-profit agency, academic institution, international education organization, or 
private international company. 

4. Fluency in English (listening, speaking, reading, and writing). 
5. Strong computer skills in using Microsoft Office Suite (Outlook, Word, Excel, Power 

Point, Access, and Project) and other automated systems as well as Internet skills in 
doing online research. 

6. Ability to manage logistics and details of several major projects at once. 
7. Experience in working with foreign visitors. 
8. Excellent ability to organize work and meet deadlines, demonstrating self-motivation 

and a performance orientation. 
9. Strong interpersonal, oral, and written communications skills. 
10. Superb skills in working as a member of a team. 
11. Assure that his/her own written documents and materials are timely, well-edited, and 

of high quality, while demonstrating attentiveness to detail.  
12. Demonstrate a positive, supportive, and professional attitude and a strong sense of 

responsibility. 
 
Date of issue: October 16, 2015 
 

 


