
  

 

 

 

JOB DESCRIPTION 

 

Position title: Project Assistant, WWF-Vietnam 

Reports to: Project Manager 

Supervises:  N/A 

Location: Ho Chi Minh city office, with frequent travel to project sites in the Mekong 
Delta  

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. WWF-Vietnam is part of WWF-Greater Mekong which operates in 5 countries: 
Laos, Thailand, Myanmar, Cambodia and Vietnam. Find out more at http://vietnam.panda.org/   

Mui Ca Mau National Park is the UNESCO Biosphere Reserve, National Park, BirdLife IBAs and is one 

of the 4 Ramsar sites in the Mekong Delta. It is the only place in the country where two different tidal 

regimes interact, which contributes to the aggradation that is building new mud-flats and creating 

favourable habitats for many species. The Park, alike anywhere else in the Mekong Delta, is one of 

the most vulnerable places in the world to climate change impacts, especially to sea-level rise, salinity 

instrusion and increasing storm frequency and intensity, which considerably influence lives of 

thousands local residents. Moreover, the area has experienced significant land-loss. In addition to 

indiscriminate exploitation of natural resources, the marine environment risks being severely polluted 

due to insufficient waste management practices on land and weak protection measures against 

plastic debris from the sea as fishing vessels, tourist boats. Thus, biodiversity, especially in coastal 

areas, is increasingly threatened. Mangrove forests have been critically devastated.  

Effective restoration and protection of the coastal mangrove ecosystems in this area plays an utmost 

important role in climate change adaptation and mitigation, increase resilience capacity to about 

45,000 livelihoods are heavily dependent on those systems, especially 3,000 households (about 

15,000 people) living in the core zone of the Park. It is thus, the goal of our project “Mangrove 

restoration and carbon sequestration in Mui Ca Mau national park, Mekong Delta – Viet Nam” funded 

by HSBC is “Mangrove restoration and carbon sequestration for tackling socio-environmental 

challenges as climate change, water security, water pollution, food security, human health, and 

disaster risk management” 
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We are now looking for a committed, result-driven candidate for the position Project Assistant to 
support the project. 

II. Major Functions 

The Project Assistant will provide support to the Project Manager in the planning, management, 
implementation, monitoring and reporting of projects’ activities to ensure compliance with the 
Project Document and WWF’s contractual obligations and ensure close collaboration between the 
projects, partners and other relevant stakeholders.  

III. Major Duties and Responsibilities: 

 Work closely with Project manager in project planning and implementation of activities in an 
objective-oriented manner, including quality assurance;  

 Build and strengthen new/existing partnership in order to achieve the project goals and 
outputs;  

 Support in monitoring project activities, supervise consultancy contracts and other grantees 
under project;  

 Provide administration support and finance monitoring to ensure effective management for 
the assigned project;  

 Assist to and co-work with the Project Manager (and others relevant staff) in planning and 
monitoring (financial and technical), facilitating the implementation in compliance with 
donor’s and WWF’s requirements/ policies and in line with the planned progress. 

 Other tasks assigned by supervisors as appropriate 

 
IV. Profile Required Qualifications 

 

 Bachelor degree or higher degree in fields related to environmental science, environmental 
management, natural resources management, Water resource management, biology.  

 Proven experiences in planning and implementation of GO and NGO’s projects 

 Experiences in working or liaison with GO and NGO bodies (e.g protected area, national park), 
and working in multi-stakeholders settings 

 Good understanding of the Mekong Delta and issues related to: conservation, climate 
adaptation, forestry, water resources management (quantity and quality), environmental 
protection and communication for changes. 

Required skills and Competencies 

 Can-do attitude and result-oriented communication mind-set 

 Organizing/ planning and problem-solving skills 

 Good research, presentation, report writing skills 

 Fluency in written and spoken English  

 Adhere to WWF’s values: Knowledgeable, Optimistic, Determined and Engaging. 

 Respective Competencies: WWF Focus; External Orientation; Delivery quality outcomes; 
Building working relationships; Communicate effectively; Leading teams; Leading change; 
Managing Resource 

 
V. WORKING RELATIONSHIP 
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1. Internal: work in close collaboration with project staff, finance team of WWF Viet Nam and 
other regional staff. Engage with and support WWF Viet Nam staff. 
 

2. External: liaise and work with Government agencies, donors, communities, partners, private 
sectors, consultants and international and local NGOs 

 

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. 

 

 

Prepared by Supervisor:                    ________________________ Date: ______________ 

 

 

Accepted by Country Director:           ________________________ Date: ______________ 

 

 

Accepted by Staff member:                ________________________ Date: ______________ 
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