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M6 ta céng viéc/Job Description
Vi tri/Position : Thuc tap sinh

Quan ly trwe ti€p: Quan Iy van hanh

Line manager: Operational manager (OM)

Bao cdo t&i: Quan ly van hanh

Reporting to: Operational manager (OM)

Linh virc hoat déng chia t6 chire: Thuc hién chuong trinh, du 4n tai chinh vi mo

Sector of programme activity: Implementation of Microfinance programs/projects.

Dia diém: Van phong chinh chuong trinh Anh Chi Em va céc dia ban hoat déng

Location: Anh Chi Em program’s head office and active fields

1. VE ANH CHI EM /ABOUT ANH CHI EM (ACE):

Téng quan/Overview:

Anh Chj Em (ACE) 13 Chuong trinh tai chinh vi mé dworc thanh 1ap ndm 2007 tai tinh Dién Bién bdi t6 chirc Entrepreneurs
du Monde — mét t& chirc phi chinh phd ca Phap ndm 2007 tai tinh Dién Bién theo Van ban thda thudn véi UBND tinh Dién
Bién. ACE cung cap dich vu kinh t& - x3 hoi va dich vu tai chinh dugc thiét k& phu hop véi ngudi nghéo va duoc két hop dé
thuc day phuong phap tai chinh vi mé x3 hdi nhdm nang cao vi thé kinh té&, xa hoi va dap irng nhu cau phat trién clia nhitng
ngudi dé bi tdn thuong, chl yéu la nhitng phu nit ngudi dan tdc Thai séng dya vao cac hoat dong ndng nghiép.

ACE is a microfinance program from a French non-governmental organization - Entrepreneurs du Monde (EdM) - in
partnership with the People’s Committee of Dien Bien Province since 2007. Socio-economic services and pro-poor financial
services have been designed and intrinsically combined to promote a social and sustainable approach of microfinance
adapted to the needs of the most vulnerable, mainly Black Thai women living of farming activities.

Tam nhin: Mot thé gidi xanh, mdt cdng dong hanh phuc, phat trién bén vitng va binh ding vé co hoi
Vision: A green world, a community with happiness, sustainable development and equal opportunities

Sty ménh: Nang cao vj thé kinh t& x3 hoi clia ngudi nghéo va nhitng ngudi dé bi tdn thuong thdng qua cung cap céc dich
vu tai chinh va dich vu xay dung ning luc cé trach nhiém mét cach bén virng.

Mission: To empower the poor and vulnerable people in remote areas through the provision of responsible financial and
capacity building services in a sustainable way.

Cdc hoat déng chinh/Main activities :

= Cung cp tin dung vi md va tiét kiém nho
Microcredits and microsavings services

= Céctap hudn co ban vé cic ch( dé ndng nghiép, gido duc tai chinh va x3 hoi
Basic trainings on agriculture, financial literacy and social topics

*  Twvan ca nhan ho va két ndi khach hang tdi cac co quan, t6 chirc xa hdi, ngudi sir dung lao ddng va vdi bat ky co
hoi kinh té& nao.
Individualized counseling and connection of beneficiaries with specialized social organizations, employers and any
other identified economic opportunities

Gid tri cdt 16i/Core values:
=  Chungtala nhitng nguditan tam va san sang hoan thanh nhiém vu duoc giao phé;
We are dedicated and responsive people;
=  Chungta ton trong gia tri con nguoi va sy da dang;
We respect diversity and value people
*  Chung ta cam k&t phéat trién toan dién nang luc tiém ndng cla khach hang;




2.

3.

We commit to comprehensively develop immanent capacity for our partners;

Chung ta minh bach, liém chinh va chuyén nghiép ;

We are transparent, honest and professional;

Chung ta tao cdm hirng cho cai tién va d6i mai sédng tao dé phuc vu nguwdi nghéo ngay mot tét hon.
We are transparent, honest and professional;

NHIEM VU/TASKS

a)

b)

<)

Support for the Digitalization Project at ACE
Conduct surveys to assess the digitalization needs of customers and staffs within the program.
Participate in the finalization of Terms of Reference (TOR) for the digitalization process.
Engage in discussions with EdM experts to support the digitalization implementation.
Conduct digitalization training for ACE staff and customers.

Support for the Community-Based Tourism Model in Dien Bien Province

Act as the primary liaison for identifying and sourcing potential tourism partners.

Collaborate with tourism companies to develop travel itineraries linked to organic agriculture in Dien Bien
Province, thereby promoting value addition and sales of local products.

Support in Organizing Events and Training Sessions
Assist the Operations department in planning events and training courses.
Support the timely implementation of events and training sessions as scheduled.

Focal point of weaving project

Serve as the primary contact between the weaving group and buying partners (buyers, merchandisers, sourcing
teams).

Receive and accurately communicate all technical specifications, updates, and changes from buyers to relevant
internal departments.

Ensure all stakeholders are informed of any critical developments throughout the production process.
Coordinate with the planning team to ensure all orders meet customer delivery timelines.

Provide regular updates on order status and production schedules to buyers.

Ensure that approved samples and final production meet customer quality and color standards.

Coordinate problem-solving for any production or delivery issues (delays, color mismatch, technical defects, etc.).
Recommend process improvements to enhance communication efficiency and production workflow.

Prepare and maintain production progress reports and shipment tracking.

Other tasks
Perform other duties assigned by the direct manager or program director

YEU CAU NANG LU'C CHUYEN MON/PROFESSIONAL CAPACITIES REQUIREMENT

C6 kinh nghiém trong tai chinh vi mé & khu vuc ndng thon hodc trong T chirc phi chinh phl nudc ngoai 1a mét
loi thé

Prior experience in microfinance in rural areas or in INGO is an advantage

K§ ndng giao tiép tét

Good communication skills;

Ky nang may tinh thanh thao : MS office

Good computer skills: MS office

Thanh thao tiéng Viét va tiéng Anh

Proficiency in Vietnamese and English;

San sang thyc hién cac chuyén tham thyc dia thwong xuyén bang xe may & viing sau ving xa
Willing to conduct regular field visits by motorbike in remote areas




YEU CAU NANG LU'C COT LOI/CORE CAPACITY REQUIREMENTS

Tinh liém chinh, chju trach nhiém, minh bach;

Integrity, accountable, transparent ;

Than thién, ton trong va cé long trac n vé&i nhitng ngudi ngheéo va dé bj tén thuong;

Sociable, respect and being compassionate toward the poor and vulnerable people;

San sang lam viéc v&i nhirng nguoi ngheéo / dé bj tdn thuong va trong linh vyc phat trién cong dong trong céc khu
vure bat loi xa xdi héo lanh;

Willingness to work with the poor/vulnerable people and in community development field in the remote
disadvantage areas;

San sang va cé kha nang tw hoc, hoc bang cach lam, nhiét tinh / c&i mé& dé chia sé kién thirc va kj niang cho cac
thanh vién trong nhém;

Willingness and being capable self-studying, learning by doing, being enthusiastic/open minded to share
knowledge and skills to the team members;

Kha nang lam viéc duai ap luc;

Ability to work under pressure;

Y thirc lién lac t6t va ki nang giao ti€p t6t, kj ndng lang nghe;

Good sense of contact and good interpersonal skills, listening skills;

C6 ky luat va kha ndng t6 chirc cong viéc

Rigor and sense of organization;

Dulng han (trong viéc thyc hién cac nhiém vy, viéc nép bdao cdo, v.v.);

Punctuality (in the execution of tasks, the submission of reports, etc.);

Ghi chi: M6 ta cdng viéc nay cé thé thay ddi. Nhirng thay déi nay s& dwoc thong bdo bang vin ban cho nhan vién.
NB: This job description is subject to change. These changes will be notified in writing to the employee.




