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	Summary

This project will create opportunities for highly qualified women employed in Viet Nam’s public sector to undertake advanced study and research at the University of Cambridge and in collaboration with University of Cambridge scholars. The objective of the project is to help identify ways and means to empower women working in the public sector to deal with new challenges of the country’s deeper and broader economic integration, and prepare exceptionally talented women from Viet Nam’s public sector to take on leadership roles in all fields. The project outcomes in particular shall address the need of women working in the foreign service, international trade and related sectors to achieve balance between career development and family life. The Cambridge Overseas Trust has agreed to provide over one million USD in support of this initiative to be applied to Cambridge University scholarships. Post-graduate level scholarships will be open to women in all fields, including, but not limited to, the natural sciences, social sciences, public administration, management and humanities, international economics and trade, and international politics. In addition to postgraduate training, the project will finance joint research projects involving Cambridge scholars and Vietnamese research teams led by women researchers (although men may participate on the research teams). The project will also sponsor annual conferences of research results and special and short training programmes for women in the public sector. The project will also support the formation of an Alumni Association  for the promotion of women leaders in the public sector affiliated with the Viet Nam Women’s Union to create support networks, advocate policies conducive to women’s career advancement in government and provide information to female professionals in the public sector on relevant issues.


SIGNATURE PAGE

UNDAF Outcome:


UNDAF Outcome 1: Government economic policies support growth that is more equitable, inclusive and sustainable. 

Expected UNDP Country Programme Outcome: 

CP Outcome: National pro-poor policies and interventions that support more equitable and inclusive growth.


Expected Outputs:


CP Output: Improved knowledge promoting equal access of women to economic opportunities.

Implementing Partner:
Ministry of Foreign Affairs 

Responsible Party:
Department of Multilateral Economic Cooperation (DMEC), MOFA

On behalf of the Government of Vietnam: 

____________________________________________________

On behalf of UNDP: 

____________________________________________________________

Cambridge-Viet Nam Women’s Leadership Programme:
Empowerment of Women in Public Sector 

in the Context of International Economic Integration
TABLE OF CONTENTS

41. Project justification


52. Project Objectives and expected outcomes


53. Indicative Budget Structure


64. Project Implementation Strategy


75. Project implementation structure


86. Project coordination




1. Project justification
The Government of Viet Nam places a high priority on achieving gender equality. Viet Nam is a leader in the Asian region in providing equal access to education for boys and girls. The country also has one of the highest female labour force participation rates in the developing world. The Constitution ensures that men and women enjoy equal rights under the law, and the Gender Equality Law, which came into effect on July 1, 2007, provides a legal framework through which women can realize their rights. The Strategy for the Advancement of Women to 2010 establishes gender equality targets in the fields of employment, education, health and public participation. Upon accession to the WTO, the Government of Viet Nam has announced a comprehensive Plan of Actions to address the challenges and make the best use of the opening up opportunities, including in the field of social development and gender equality.
Despite the commitment of the Government and some real advances in the fields of education and employment, women are still under-represented in leadership roles in both the public and private sectors in Viet Nam. The National Committee for the Advancement of Women estimates that women hold less than one-third of management positions in private and state-owned enterprises. Although capable women can be found in all levels of the Government, only one of the twenty-six members of the current cabinet in a woman, and there are no women on the Politburo of the Communist Party of Viet Nam. As Viet Nam has joined the World Trade Organization (WTO) and the country has entered a new phase of deeper and more profound international economic integration. Vietnamese working women are facing new challenges in their efforts to strive for a successful career amidst lasting gender biased traditions and other social barriers.
A fundamental change in attitudes and practices among top level managers in public and private institutions is needed to ensure that women are equally represented in leadership roles in Government, academia, the professions, business and civil society. Implementation of the Gender Equality Law is an important component of the general equality strategy. In addition, opportunities must be made available for women to acquire leadership skills and to enter into knowledge networks traditionally dominated by men. 

The project will be implemented by the Department of Multilateral Economic Cooperation (DMEC), Ministry of Foreign Affairs (MOFA), which will coordinate the activities described in this document. Other participating agencies will include Government Office, various Ministries, national research institutes and universities.

UNDP comparative advantage: The Government of Viet Nam respects UNDP’s neutrality and objectivity in policy matters; UNDP has extensive experience in supporting GOVN in gender equality and leadership training programmes. 

Links to Socio-Economic Development Strategy 2006-2010: The creation of programmes to upgrade the professional skills of women and to ensure that women have equal access to professional and educational activities. 

Links to UNDAF: UNDAF: Outcome 1 - Government economic policies support growth that is more equitable, inclusive and sustainable; and Outcome 3 - Policies, law and governance structures conform to the values and goals of the Millennium Declaration. 

Links to UNDP CPD/CPAP: Outcome 1 - Benefits of participation in the internationally economy more equitably distributed; improved knowledge to promote equal access of women to economic opportunities.

2. Project Objectives and Expected Outcomes
The objective of this Project is to promote women’s leadership in the public sector. First, the Project will undertake a series of studies to identify the obstacles and challenges that women working in the public sector, including specific areas such as Foreign Service and international trade and commerce, are facing. The Project then shall help formulate a comprehensive package of measures and policy recommendations to the Government to empower women working in various fields of the public sector in the new context of deeper and more profound economic integration. Secondly, the Project will provide a cohort of exceptionally talented women with the opportunity to undertake postgraduate training at the University of Cambridge in any discipline.
 The Cambridge Overseas Trust, a foundation affiliated with the University of Cambridge, has agreed to provide matching grants in support of tuition fees and living allowances for these future female leaders. The project will also provide these and other women with the opportunity to undertake practical policy research projects in collaboration with Cambridge scholars. This will provide the future leaders with a valuable experience in evidence-based policymaking and in the case of doctoral students will finance dissertation research. Finally, the project will support the development of knowledge networks by making it possible for women in the public sector to attend international academic conferences, and through the organization of annual conferences in Viet Nam on themes relating to gender equality in Viet Nam and other countries. 
This detailed project outline describes a five-year project co-financed by the Cambridge Overseas Trust of the University of Cambridge, UK to deliver five core results: 1) comprehensive measures to empower women working in the fields of foreign service and international economic cooperation and trade, including a concrete Action Plan with policy recommendations; 2)  a cohort of about 20 talented women in the public sector will have received training at the masters and doctoral level at the University of Cambridge; 3) opportunities for women researchers to collaborate with Cambridge University scholars on practical policy-relevant projects ; 4) women in the public sector, including those in the foreign service and international trade, will gain access to global knowledge networks through attendance at international scholarly and professional conferences and the organization of an annual conference in Viet Nam; 5) opportunities for women in the public sector to participate in substantially effective short training courses inside and outside the country.
3. Indicative Budget Structure

The total budget of the project is USD 5,050,000, including a contribution from the Cambridge Overseas Trust for tuition and living allowances of USD 1,168,079 and USD 50,000 in in-kind services from the Government of Viet Nam.
 An indicative budget is shown below. 

Indicative Project Budget

	
	2008
	2009
	2010
	2011
	2012
	Total

	Study at Cambridge
	203,373
	286,254
	376,914
	315,595
	247,201
	1,429,336

	Joint research projects and policy recommendations for a comprehensive Plan of Actions
	200,000
	210,000
	220,000
	231,000
	243,000
	1,104,000

	Conferences/training
	125,000
	131,250
	137,813
	144,703
	151,938
	690,704

	Project costs
	137,000
	120,850
	126,893
	133,137
	139,594
	657,474

	  Technical advisor
	42,000
	45,100
	48,355
	51,773
	55,361
	242,589

	  Project staff
	45,000
	45,750
	46,538
	47,364
	48,233
	232,884

	  Other administration costs
	50,000
	30,000
	32,000
	34,000
	36,000
	182,000

	Subtotal
	665,373
	748,354
	861,619
	824,435
	781,733
	3,881,514

	Cambridge Overseas Trust contribution
	172,121
	232,363
	298,200
	256,181
	209,214
	1,168,079

	TOTAL
	837,494
	980,717
	1,159,818
	1,080,616
	990,948
	5,049,593


The indicative budget assumes that about 20 women leaders will attend one-year master degree courses at the University of Cambridge, and four to six women will complete three-year doctoral programmes during the life of the project. Estimates for tuition and living expenses are based on 2007/2008 costs and are increased each year by five percent in line with the expected rate of price inflation.

The budget also includes funds for short training courses and collaborative policy research projects, support for future leaders to attend international conferences and for annual conferences to be held in Viet Nam. The project will support the development of an  Alumni Association for the promotion of women’s leadership in the public sector. Founding members of the Alumni Association will be drawn from project beneficiaries returning from study in Cambridge, but membership will be open to all women working in the public sector. The project will support activities undertaken by the Alumni Association including support networks, advocacy of policies to promote women’s leadership in government and workshops and seminars related to women’s leadership in the public sector. The Alumni Association shall be affiliated with the Vietnam Women’s Union.
Project costs include a part-time international technical advisor, project staff and other administrative costs. 

4. Project Implementation Strategy 

The Government has requested assistance from the international community in support of its gender equality strategy which has gained more importance since Viet Nam became the 150th member of the World Trade Organization in 2007. The project seeks to make a focussed contribution in collaboration with one of the world’s leading research universities. The objective is to identify a cohort of women in public sector with exceptional potential to assume leadership roles later in their careers. The opportunity to study at Cambridge at the postgraduate level will not only deepen their knowledge of their chosen disciplines, but will also link them into international knowledge networks that will continue to provide them with information and global perspectives throughout their public service careers. Apart from the academic courses, the project also provides women in the  public sector with opportunities to participate in substantially effective short training courses inside and outside the country.
The project will also create opportunities for qualified women in the public sector to undertake practical policy research projects in collaboration with Cambridge scholars. These projects will help future women leaders to develop skills in evidence-based policy making. Funds will also be made available for the same women to present the results of their research at international conferences and to organize annual conferences in Viet Nam to discuss issues relating to gender and development or other themes as determined by the project.

The project will emphasize the specific problems faced by women working in the Foreign Service and related fields such as international economic cooperation and trade. Vietnamese women in the diplomatic service still  face numerous impediments to career advancement and access to leadership positions owing to the persistence of patriarchal norms and societal and familial expectations. These challenges make it difficult for the working women to achieve a balance between work and family and represent a serious obstacle to the elevation of women to leadership positions in the diplomatic service and in international business, civic affairs and cultural life. The number of women leaders in the Foreign Service is still very small despite the country’s high rates of female labour force participation and relatively equal access to education, particularly at the secondary level. The project will help to address this imbalance by helping women in the public sector with outstanding potential to develop their leadership abilities and to break through the glass ceiling that now confronts them in their public sector careers. 

The Ministry of Foreign Affairs of Viet Nam (MOFA), as a member of the National Committee for the Advancement of Women, has taken concrete steps to promote capacity-building for women in the Foreign Service. WTO accession and Viet Nam’s deeper international integration has increased the workload of the ministry, which will need to increase both the size of the Foreign Service and improve the capabilities of Foreign Service staff. This situation presents an excellent opportunity to attract qualified women into the Foreign Service and to provide new and existing female staff with opportunities for advancement to leadership positions. 
The Department of Multilateral Economic Cooperation of the Ministry of Foreign Affairs has been identified by the Government as the appropriate implementing agency for this project. The Department of Multilateral Economic Cooperation comprises 32 persons, seventy percent of whom are women. Most of these officials are young, dynamic and well-educated at home and abroad. The Department of Multilateral Economic Cooperation of the Ministry of Foreign Affairs is well suited to ensure that the opportunities provided by the project are made available to candidates originating in public sector institutions in education and research, line ministries, state-owned enterprises and other branches of government.

As a focussed initiative of the United Nations and the Government of Viet Nam, the project will require the direct participation of the United Nations Resident Coordinator and the senior leadership of the Government. It is imperative that the project select candidates from across the full range of public service institutions, and not limit itself to academics or to any single line Ministry. The project will provide National Execution (NEX) training to the staff of the Department of Multilateral Economic Cooperation to facilitate project implementation.

5. Project implementation structure

Management and Implementation  structure

As part of its in-kind contribution to the project, MOFA will designate a leader (Deputy Foreign Minister) and a senior official as part-time National Project Director (NPD) and Deputy-NPD respectively, who, on behalf of MOFA will be accountable to the Government and UNDP for the:

· Proper use of all resources assigned to the project;

· Timely implementation of agreed activities;

· Efficient use of inputs, including of international expertise;

· Substantive quality of outputs achieved;

· Proper coordination of project stakeholders, in particular national parties.

The NPD will be assisted by D-NPD, International Technical Advisor, and a supporting team consisting of a Project Manager, Project Assistant, Project Accountant, Project Interpreter/Translator cum Adminstrator.

Draft job descriptions for all the positions indicated above are attached as Annex 1.
Implementation Modality: 

This project will be implemented through the National Execution (NEX) modality with the Department of Multilateral Economic Cooperation of the Ministry of Foreign Affairs as NIP in collaboration with Government Office, national research institutes, universities and other national partners. The NIP will have the overall responsibility for coordinating the inputs of other partners and to ensure that the project meets the needs of the Government as the ultimate beneficiary of this project. UNDP will provide technical and other support at the request of the NIP. 

The Cambridge Overseas Trust (COT) will act as a co-implementing agency to deliver training services in the form of scholarships for study at the University of Cambridge to eligible participants. COT will provide fifty percent of the total value of each scholarship from its own resources.
Capacity Development for Project Management: 

The project includes resources to recruit administrative staff to support the Department of Multilateral Economic Cooperation in the implementation of the project and to procure necessary office equipment. Department staff will receive NEX training from UNDP as part of this project.

A project manager, one project assistants, one accountant, one interpreter/translator cum Administration staff and other supporting staff will be recruited from outside of the civil service to ensure that project administration does not impose an undue burden on public officials. Sample terms of reference for these positions are provided in Annex 1. NEX training will be provided to project staff in the first quarter of project implementation. 

One International Technical Advisor will be recruited to support the implementation of project activities including the organization of annual conferences in Viet Nam. 

Monitoring will be carried out on the basis of regular quarterly work plans and financial reports. UNDP Outcome Evaluation will form the basis of the evaluation strategy of the project. 

6. Project coordination

Effective coordination among Ministry of Foreign Affairs departments and other Government agencies is an essential to the success of the project.

Coordination within the Ministry of Foreign Affairs will be achieved through the demonstrated commitment of top level leadership to the project and project outcomes. The National Project Director should be selected from among the Ministry’s senior leaders. 

Consultation with donor organizations will be carried out by the National Project Director, Deputy National Project Director and international and national experts in the course of implementing the project. 

Signed and sealed by the Minister of Foreign Affairs
Annex 1: Terms of Reference 
National Project Director
Deputy National Project Director

International Technical Advisor 

Project Manager 

Project Assistant 

Project Accountant
Project Interpreter/Translator cum Administrator
Annex 2: Results framework

Annex 3: List of Major Supplies and Sub-contracts
 
Annex 1: TERMS OF REFERENCE
I. NATIONAL PROJECT DIRECTOR

(Part-time)

Duration of Services: 5 years 

Location: Hanoi

Requirement:: Vice Minister of Foreign Affairs of Vietnam

Duties and Responsibilities:

 The National Project Director (NPD) will have the overall responsibility for the whole project to ensure that the objectives, outputs and outcomes of the project are achieved through efficient and effective use of project resources. Specifically,

· Supervising the operational management of the project;

· Being accountable on behalf of MOFA  to the Government and UNDP for the effectiveness and efficiency of project resources to produce the project outputs and outcomes.

· Ensuring timely implementation of the project.

· Providing advices on methods and issues relating to the operations of the project.

· The NPD will be responsible for high-level coordination and cooperation with UNDP and other stakeholders of the project 

· Hold the ultimate authority to expend funds/disbursement from the project budget. 

· Approving the  disbursement of project funds.

· Authorizing the Deputy National Project Director as his/her alternate to carry out all the relevant matters in the scope of his/her duties and responsibility in case of his/her absence.

II. DEPUTY NATIONAL PROJECT DIRECTOR

(Part-time)

Duration of Services: 5 years

Location: Ha Noi

Duties and Responsibility:

The National Deputy Project Director (D-NPD), under the instruction of NPD and  with delegated authority from the NPD will assist NPD in the following tasks:

· Ensures effective and efficient use of project resources/inputs to produce the project outputs and outcomes;

· Monitors the implementation of the project;

· Supports NPD in high level coordination and cooperation between the project and all relevant ministries, institutions and other stakeholders of the project to ensure that outputs are achieved and translated into outcomes;

· Supports NPD in coordination of regular meetings to assess the progress of the project and decide the overall work plans;

· Reviewing and approving regular  reports and activities, and submitting the regular workplans to UNDP for approval;

· Reviewing the budget process and ensuring that appropriate financial procedures are established and strictly pursued;

· Carrying out all the authorized tasks (i.e. signed approval as NPD's alternate) under the authorization of NPD in his/her absence . 

 Qualification

· Senior MOFA official;

· A post-graduate university degree in related disciplines;

· Knowledge and experience in management of ODA projects;

· Experience with nationally executed UNDP projects prefered;

· Extensive work experience and established relationships with the relevant ministries and agencies 

III. INTERNATIONAL TECHNICAL ADVISOR
Duration of Assignment: One Year (subject to renewal)

Location : Ha Noi, Viet Nam

Post Level: A3
Duties and Responsibilities: 

	General Information

The Ministry of Foreign Affairs of the Socialist Republic of Viet Nam has launched a new capacity development programme in collaboration with UNDP and Cambridge Universities designed specifically to promote the role of women in the public sector. The Viet Nam Women’s Leadership Programme provides scholarships to potential women public sector leaders to undertake postgraduate studies at the University of Cambridge. The programme will also develop an Action Plan to promote women’s leadership in the Ministry of Foreign Affairs and will support policy research projects led by women researchers in collaboration with Cambridge University scholars. The programme will organize an annual conference in Viet Nam on issues related to gender equality, and will support the attendance of women from the public sector at international scholarly and professional conferences.

 Description of Responsibilities:
Under the overall guidance and direction of the National Project Director, and the day to day management of the National Project Director, the International Technical Advisor will: 
1. Advise the Ministry of Foreign Affairs on the design and implementation of a transparent and impartial application process for women in Viet Nam’s public sector to allocate Cambridge Overseas Trust scholarships to the University of Cambridge to undertake postgraduate study;
2. Assist the Ministry of Foreign Affairs in monitoring progress towards programme goals including postgraduate study supported by the programme at the University of Cambridge, research, the formulation of the Action Plan for Women’s Leadership and other project activities; 
3. Assist the project to develop annual and quarterly work plans;

4. Assist the project in developing the Action Plan for Women’s Leadership and in particular provide the Ministry of Foreign Affairs with relevant lessons from international experience;
5. Assist the project to organize an annual conference in Viet Nam on themes related to gender equality and in particular the promotion of women’s leadership in the public sector. 



	Education/Knowledge/Skills and Experience :


	The applicant will have at least five years working experience including four years of experience in gender equality, capacity development or related fields.

In particular, she/he will possess:

1- Education:

-Advanced university degree in the social sciences.

2- Experience/Knowledge:

-Experience in programme/project management;

-Solid understanding of gender equality issues;, 

-Knowledge of UNDP procedures is desirable;

-Proven track record, ideally with experience in the region; and

-Knowledge of the situation in Viet Nam is an asset.

3- Skills:

-Excellent team-building, diplomatic, and interpersonal skills;

-Capacity to build strong and enduring alliances and partnerships at all levels;

-Excellent oral and written communication skills;

-Demonstrates cultural sensitivity and gender-sensitive behaviour;

-Proven ability to direct and manage teams/organizations, involving development of long-term strategies, mobilization of resources and programme development. 
4- Professional Capacities:

-Able to exercise sound judgment;

-Works effectively in a high pressure, demanding professional environment;

-Works well in a team and projects a positive image and demeanor; 

-Self-motivated and able to recommend options for resolution of complex issues;

-Ability to work under pressure and to meet deadlines;

-Strong analytical ability;

-Applies protocol appropriately; and

-Self reliant and able to work as a part of a multi-cultural team under stressful conditions.

5- Technical Skills:

-Proficiency in MS Office suite and familiarity with a variety of telecommunication systems; and

-Fluency in spoken and written English.

IV. Project Manager
(Full-time)
Background

Under the direct supervision of the National Project Director, the Project Manager is responsible for the operational management of the project, i.e. s/he assumes the day-to-day operational management of the project in line with the project document as well as policies/procedures for nationally executed projects. For this reason, s/he must be able and ensure to work full-time on the post. 

Duties and Responsibilities

1. Prepares and updates quarterly and annual project work plans, and submits these to the NPD and UNDP CO for clearance.

2. Ensures that all agreements with Responsible Parties are prepared, negotiated and agreed upon.

3. Drafts TORs for key inputs (i.e. personnel, sub-contracts, training, procurement) under the responsibility of the NIP, submits these to the NPD and UNDP CO for clearance, and administers the mobilization of such inputs.

4. With respect to external project implementing agencies:


(a)
ensures that these agencies mobilize and deliver the inputs in accordance with their letters of agreement or contracts, and


(b)
provides overall supervision and/or coordination of their work to ensure the production, quality and timeliness of the expected outputs.

5.
Assumes direct responsibility for managing the project budget as Committing Officer, by ensuring that:

(a) project funds are made available when needed, and are disbursed properly,

(b) expenditures are in accordance with the project document and/or existing project work plan, 


(c)
accounting records and supporting documents are kept,


(d)
required financial reports are prepared,


(e)
financial operations are transparent and financial procedures/regulations for NEX projects are properly applied; and 


(f)
s/he is ready to stand up to audits at any time. 

6. Assumes direct responsibility for managing the physical resources (e.g. vehicles, office equipment, furniture, stationary...) provided to the project by UNDP.

7. Supervises the project staff and local or international experts/consultants working for the project.

8. Drafts project progress reports of various types (e.g. quarterly report, annual report, and the Final Project Report) as scheduled, and organizes review meetings and evaluation missions in coordination with UNDP.

9. Reports regularly to and keeps the NPD up-to-date on project progress, implementing issues, emerging risks/problems as well as suggests to him/her necessary remedial actions.

General Qualifications

1.
General knowledge of substantive matters that are addressed by the project

2.
Knowledge and experience in project management

3.
Good inter-personal and team building skills

4.
Full time availability for project management duties

5.
Working level of English language is an absolute necessity

6.
Familiarity with technical assistance projects and UNDP programme in Viet Nam is an asset.
7.         Female is encouraged to apply for the post.
V. Project Assistant

(Full - time)
Duties and Responsibilities:

Under the supervision of the NPD, D-NPD, và PM, the Project Assistant will:

· Provide necessary assistance in the operational management of the project according to the project document and the NEX procedures;

· Assist in the preparation of annuals and quarterly project work plan and progress reports;

· Provide assistance in the supervision of the preparation of project events as per approved work plans, including workshops, meetings, trainings and study tours, particularly those under the capacity building component., etc.;

· Assist with the supervision of logistical and administrative arrangements carried our by Admin staff.  

· Monitor the preparation of background materials for discussion and briefing sessions on project matters, as well as ToRs and contracts for consultants/experts for project activities;

The Project Assistant will carry out other duties as may be required by the NDP, D-NDP and PM for the successful conclusion of the Project.

 Qualifications:

· University degree in a relevant field;

· A minimum of five-years of relevant working experience in project/business/public administration; 

· Experience and/or familiarity with UNDP regulations;

· Good secretarial skills and organizational capacity;

· Experience in project development and implementation;

· Familiarity with and experience in government institutions and procedures would be an advantage;

· Proficiency in the use of information technologies and good computer skills, particularly in the use of MS Office Package (MS Word, MS Excel, etc.) and Vietnamese typing software such as Unicode, Unikey and ABC; and

· Excellent command on both written and spoken English.

VI. Project Accountant
(Full-time)
Duties and Responsibilities

Under the direction of the NPD and D-NPD, the monitor of PM, the Project Accountant will: 

· In charge of the project’s financial management and accounting;

· Prepare financial statement on the quarterly (if required), annually basis and projects final financial statement;

· In charge of cash-in and cash-out in accordance with the regulation, assuring the availability of cash and legal disbursement; 

· In charge of controlling and checking all the invoices and receipts and assuring them legal in accordance with the regulation and law;

· In charge of preparing and reporting monthly financial statement to the NPD;

· In charge of the filing system of the accounting record, invoices, receipts, etc of the projects in accordance with the regulation of record filing;

· Assuring the transparency of financial activities as well as the strict obedience of financial procedure/regulation for NEX project; and
· Must be able to assist the audit at anytime.

Project Accountant will carry out other duties if required by NPD for the ultimate successful implementation of the project. 

 Qualifications:

· University degree in accounting/ finance;

· At least three years of experience in project accounting/ business/ public sector;

· Experience with accounting software;

· Priority given to candidate with experience and/or good knowledge of UNDP regulation

· Dynamic, ability to manage and control the work;

· Knowledge of Viet Nam law;

· Experience in development field and project financial activities;

· Knowledge and experience on the government structure and procedure will be an advantage;

· Good IT skills, especially the MS Office Package (MS Word, MS Excel, etc), etc.

· Fluent spoken and written English

· Female is encouraged to apply for the post.


VII. Project Interpreter/Translator cum Administration staff
(Full-time)
Duties and Responsibilities

Under the supervision of NPD, D-NPD, and PM, the Interpreter/Translator cum Administration staff will ensure quality of translation and interpretation services, administrative and logistical performance in the implementation of project activities, specifically:  

· Provide interpretation during every event of the project, covering meetings, seminar, workshop and/or study tour, ect.;

· Take notes at the meetings, seminar, workshop and prepare minutes in Vietnamese and English;

· Provide translation of project-related documents/correspondences (e.g.  communication, reports and letters, documents); 

· Be responsible for the accuracy and reliability of the interpretation and translation provided. 

·  Coordinate with Programme Officer and  under the supervision of Project Assistant to undertake the preparation of project events as per approved work plans, including workshops, meetings, trainings and study tours, particularly those under the capacity building component., etc.;

· Make logistical arrangements for project staff, consultants and invited guests coming for project activities (visas, transportation, hotel bookings, etc.);

· Prepare background materials for discussion and briefing sessions on project matters;

· Assist with preparation of ToRs and contracts for consultants/experts for project activities;

· Take care of the project telephone, fax, and e-mail system;

· Draft correspondence on administrative and project matters under the responsibility of the project; and,

· Be responsible for the project filing system, including the numeration and filing of all incoming and outgoing correspondence. 

Project Interpreter/Translator cum Administration staff  will carry out other duties if required by NPD, D-NPD, and PM for the ultimate successful implementation of the project. 


Qualifications:  


· A University degree in English; 

· Excellent command of written and spoken English;

· A minimum of two years of relevant working experience in project/business/public administration; 

· Prior experience in international donors’ project or UNDP funded project would be an advantage;

· Computer literacy in MS standards applications (MS Word, MS Excel, PowerPoint, Outlook Express, etc.);

· Good inter-personal and communication skills;

· Highly motivated, hard working, and conscientious



Annex 2: Results Framework
	#
	Level
	Indicators
	Baseline
	Target
	Method of verification
	Related UNDAF outcome
	Related priority area in Decree 17
	Risks and assumptions

	1.
	The preparation of women for senior leadership positions in the public sector


	
	
	
	
	Government economic policies support growth that is more equitable, inclusive and sustainable.
	
	Sufficient female candidates are available possessing qualifications to enter postgraduate programmes at the University of Cambridge

	1.1
	Improved knowledge to promote equal access of women to economic opportunities
	
	
	
	
	
	
	

	1.1.1
	A package of policy recommendations with an Action Plan to promote women’s advancement and leadership in the Ministry of Foreign Affairs
	
	
	
	
	
	
	

	1.1.2
	Postgraduate study, and short term training courses at the University of Cambridge and in Vietnam for women in the public sector
	
	
	
	
	
	
	

	1.1.3
	Practical policy research in collaboration with University of Cambridge scholars
	
	
	
	
	
	
	

	1.1.4
	Presentation of research results at international conferences and annual conferences in Viet Nam
	
	
	
	
	
	
	

	1.1.5
	Formation of an Alumni Association  for the promotion of women’s leadership in the public sector and activities to support the development of the society
	
	
	
	
	
	
	


Annex 3: List of Major Supplies and Sub-contracts

Office equipment procured through competitive bidding:

· 3 laptops computers conforming to the following minimum specifications:

· Minimum 1GB DDR2, 800MHz

· Modem, Wireless Key

· DVD-RW 

· 160 GB HDD

· USB 2.0 ports

· 1 portable b/w printer

· 4 desktop computers conforming to the following minimum specifications:

· Minimum 2GB DDR2, 1GHz

· DVD-RW

· 250 GB HDD

· Modem and Wireless key

· 6 x USB 2.0 ports 

· Flat screen

· Keyboard + Mouse

· 1 colour laser printer

· 1 photocopier/scanner/fax
· 1 safety box

· Office furniture of the following approximate configuration:

· 4 desks with computer tables

· 4 bookshelves

· 4 office chairs

· 4 desk lamps

· Work table and chairs

· Filing cabinets
Budget		USD 5,050,000





Resources available: 


Regular 				USD 3,830,000


Cambridge University	USD 1,170,000


In kind contributions  	USD 50,000














Programme Period:  2006-2010





Programme Component: Improved knowledge for promoting equal access of women to economic opportunities (CPAP 2006-2010)





Project Title: Cambridge Viet Nam Women’s Leadership Programme: Empowerment of Women in Public Sector in the context of International Economic Integration.


Project ID:





Project Duration: 2008 to 2012





Management Arrangement: 





� All candidates will have to achieve admission to their programme of study through the regular admissions process of the University of Cambridge. 


� The Cambridge Overseas Trust contribution is based on a USD/GBP exchange rate of 2.05.  The actual amount will vary depending on exchange rate fluctuations and changes in tuition and fee levels.  
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