
  
 
JOB DESCRIPTION 
 

Position title: Project Human Resources Coordinator, USAID Biodiversity Conservation program, 
WWF-Viet Nam 

Reports to: Deputy Chief of Party, USAID Biodiversity Conservation program 

Technically report to: Human Resources Director, WWF-Vietnam 

Duration: May 2021 – March 2025  

Location: Hanoi, Vietnam 

 
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. 

The “USAID Biodiversity Conservation” is a 5 year-program starting from July 2020 to March 2025. The program 
aims to maintain and increase forest quality as well as protect and stabilize wildlife population in high 

conservation value provinces (Ha Tinh, Quang Binh, Quang Nam, TT Hue, Quang Tri, Ha Tinh, Ninh Bình and 

Lam Dong). The program targets at least ten special use forests and at least five protection forests, linking forest 
management units across the landscape to maintain forest cover and connectivity of habitats vital for the 
protection of Vietnam’s threatened and endemic species. A team (around 40 staff) established in functional 
offices in Hanoi, Hue City, Tam Ky (Quang Nam) and Da Lat (Lam Dong) plus a team of implementing partner in 
Quang Binh province to support implementation of activities in the project sites. 
 
II. Major Functions 

Under the supervision of Deputy Chief of Party (DCOP) and technical guidance from Human Resource Director, 
the Project Human Resources Coordinator is responsible for managing all HR operations in USAID Biodiversity 
Conservation program and ensure they are aligned with organization and project goals. Additionally, the position 
will support the project in maintaining and strengthening relationships with local partners. 
 
III. Major Duties and Responsibilities 

 Be the contact point for all human resource related needs for USAID Biodiversity Conservation team; 

 Analyze staff training needs, develop & implement annual staff capacity building and development plan for 
project staff and for project partners; 

 Addresses and implements leadership development, talent management and performance management with 
the aim of building a high-performance culture and a strong team; 

 Provide support on the performance appraisal process to ensure all staff have annual performance appraisal 
properly; 

 Coordinate the Orientation and Onboarding programs for new staff to ensure that new staff receive adequate 
information about the organization and its systems, policies, and procedures; provide induction and updating 
on project overview; 

 Together with Recruitment Manager of WWF-Viet Nam, be responsible for and coordinate the selection 
process of those positions under the project: involving the development/revision of job descriptions, posting 
job advertisement, shortlisting, conducting job interviews; checking reference and hiring negotiations; 

 Encourage and maintain sound employee relations by undertaking all necessary consultation and negotiation 
with staff on personnel issues to ensure that harmonious relationships and effective communications are 
maintained between management and staff;  
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 Supports managers at disciplinary or grievance hearings, or in the event of collective disputes; 

 Together with the project Administration Function, organize social relations events within the project team 
and team building activities. 

 Support the project to coordinate meetings and facilitate activities that help to enhance the collaboration 
among teams and with partners; 

 Maintain an up-to-date database of consultants and service providers which support for procurement 
process, and ensure that the data is accurate and kept in private and confidential principles; 

 Carry out other assignments given by the Line Manager. 
 
IV. Profile: 

 
Required Qualifications and Experience 

 Bachelor’s degree in Human Resources Management, Organisation Development, Business Management, 

Business Administration, or in relevant fields. 

 5 years of professional HR experience. 

 Proven work experience as an HR business partner. 

 Good knowledge of Vietnamese Labor Law and related legal requirements.  

 

Required Skills and Competencies 
 

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

 Demonstrated strong relationship management skills with internal (e.g. senior management, peers and 
colleagues) and external (partners, suppliers, stakeholders); proven ability to develop creative and 
collaborative approaches. 

 People management, coaching, and capacity building/development.  

 Organizing/ planning, time management, negotiation, and problem-solving skills. 

 Detail focused, enthusiastic, friendly, and careful. 

 Fluency in written and spoken English and native language. 

 Identifies and aligns with the core values of the WWF organization: Courage, Collaboration, Respect & 
Integrity. 

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

 Demonstrates WWF behaviors in ways of working: strive for impact, listen deeply, collaborate openly, and 
innovate fearlessly.  

 
 
V. Working Relationships: 

 
Internal – work in close collaboration with USAID Biodiversity Conservation program; HR team and Admin team 

of WWF-Vietnam. Engage with and support other field staff. 

 
External - Interact regularly with project’s local partners. 

 
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 
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