
 

 

  
 
 
 

JOB DESCRIPTION 
 
Position title: Executive Assistant, WWF-Vietnam 
 
Reports to: Country Director, WWF-Vietnam 
 
Date: October 2020 

 
I. Background 

WWF was one of the first International non-government organizations working in Vietnam. In 1985, 
WWF began working on a national conservation strategy and since then has worked closely with 
the Vietnamese Government on a diverse range of environment issues and implemented field 
activities across the country. Find out more at http://vietnam.panda.org/.  

WWF recognizes that its employees are its most important asset. A competent workforce, 
thoroughly trained, properly motivated, and bound together by mutual trust and common objectives 
is crucial to the success of WWF. 
 
II. Major Functions:  
Executive Assistant will support the Country Director in the fulfilment and execution of duties, both 
to ensure an effective managing of the country, including keeping a perfect coordination among all 
departments, and to liaise effectively with WWF Network as well as external partners and 
suppliers. Operates and performs with considerable independence, diversified administrative 
duties using initiative, judgement, with knowledge of the organization’s matters, and an acute 
sense of diplomacy. 
 
III. Major Duties and Responsibilities:  

 Organises and prioritises agenda, meetings and appointments and endeavours to streamline 
Country Director’s workload. 

 Researches, answers, screens and follow-up on inquiries and multiple incoming issues and 
concerns addressed to the Country Director, including those of a sensitive or confidential 
nature. 

 Provides support for meetings and conferences including coordinating, travel arrangements, 
preparing all relevant documents related to travel, meetings or specific subjects the 
supervisors are working on. 

 Edits correspondence, reports and documents and creates spreadsheets and presentations. 

 E-mails and prepares correspondence independently where possible, based on familiarity 
with subject matter, and refers others to appropriate staff member or department. 

 Oversees budget and manages Country Director's expenses (Oracle) and makes sure 
expenses of Country Director's direct reports are approved.  

 Provides first line support to Country Director on digital devices and applications payment 
systems, processes and office facilities as well as maintaining filing systems. 

 Coordinates organisation and agenda of Country Management Team (CMT)’s regular 
meetings, including taking minutes for action points, monitoring and logistics.   

 Identifies problems that may occur and recommends a range of solutions to Country Director 
while coordinating efforts for the resolution to mitigate the risks in a timely basis. 

 Undertakes other tasks as assigned and carries out duties relying on own initiative and 
independent action to assist with scheduling and completing work assignments. 
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IV. Profile: 
 

Required Qualifications 

 Bachelor's degree in English, Business Management, Business Administration, or in relevant 
fields. 

 At least 10 years relevant experience in office operations management or as senior Executive 
Assistant. 

 Experience of working in multi-cultural environment 
 

Required Skills and Competencies  

 Attentive to detail and follow-up with excellent organisation and prioritisation skills; efficiency; 

 Excellent communication and interpersonal skills to cooperate well with staff, partners and 
the community, including difficult and emotional situations;  

 Ability to react with appropriate levels of urgency to situations and events that require quick 
response or turnaround 

 Ability to research information and synthesize it; 

 Excellent computer skills with expertise in MS Office as well as a working knowledge of 
collaborative platforms (Google Drive, Zoom, Workplace); 

 Strong oral and written communication skills in English;  

 Able to maintain a high level of integrity and discretion in handling confidential information 

 Adheres to WWF’s values, which are: Knowledgeable, Optimistic, Determined and Engaging. 

 Clearly demonstrates behaviours aligned to WWF culture: Strive for Impact, Listen Deeply, 
Collaborate Openly & Innovate Fearlessly. 

 
V. Working Relationships: 

 
Internal – Interacts regularly with CMT, all staff and WWF Network as required in fulfilment of 
duties. 
External – Interacts with partners, representatives, visitors etc. as required in fulfilment of 
duties. 

 
 

This job description covers the main tasks and conveys the spirit of the sort of tasks that are 
anticipated proactively from staff. Other tasks may be assigned as necessary according to 
organizational needs. 
 
 
 
 


