
 

  

  

JOB DESCRIPTION 

 
Position title: Receptionist – Admin Assistant (Temporary), WWF-Viet Nam 
Reports to: Administration Manager, WWF-Viet Nam 
Location: Hanoi, Vietnam 
Date:  July 2020 – February 2021 

 
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 

 
I. Major Functions:  
 

Receptionist – Admin Assistant provides daily reception and administrative support to all WWF staff in Viet Nam. 
 

II. Major Duties and Responsibilities:  
 
   Reception: 

 

 Receive all visitors to the office and ensure that their requirements are promptly dealt with and that they are 
given a favourable impression of the organisation; 

 Respond to all incoming telephone calls and ensure that these are answered promptly and are directed to the 
right person, take messages and deliver to relevant person when required; 

 Provide efficient service in distribution of incoming mail and despatch of outgoing mail; make sure in-coming 
and out-going mails are orderly and systematic filling; 

 Assist with setting up meetings by telephone or by other means with NGOs, UN agencies, and Government 
agencies when required; 

 Provide a comprehensive and reliable photocopying, scanning, typing and translation services; 

 Maintain stocks of brochures and other information and ensure that these are easily accessible to visitors; 

 Maintain the reception area  in a tidy manner so that a favourable first impression is given to any visitors; 

 Maintain an up to date list of staff internal telephone numbers, list of key iNGOs, government contacts and 
distribute to all staff in a timely manner; 

 Monitor  the schedule  of  meeting  rooms and  update  the  information board; 
 
 

 Admin assistance: 
 

 Provide support in arranging logistics for the organization’s events and meetings, office social activities… 
including but not limited to workshop permission, venue & accommodation booking and vehicles 
arrangements; 

 Purchase air tickets and international travel insurance for Hanoi staff and others at requested; provide visa 
information/check list to staff when required; 

 Maintain an awareness of quantities of stocks of stationery, water, napkins, etc. to ensure adequate supplies 
are provided at all times; 

 Regularly check the First Aid kit and replenish based on the checklist of First Aid Box if necessary; 

 Frequently check WWF-Vietnam email address and make sure every emails are replied/forwarded to the right 
person in charge; 

    Support Administration Manager to prepare for various office social activities, i.e. team building, staff retreat, 
sickness visit, funerals, new born baby visit, etc. 

    Support Administration Manager to arrange high level visits both outbound and inbound including but not 
limited to accommodation reservation, air ticket booking, visas arrangement…  

    Support Administration Manager to liaise with Government authorized departments on office license, visa 
arrangement for expatriate staff and visitors; 

http://vietnam.panda.org/


 

    Work with IT Coordinator and Administration Manager to draw up schedules for the periodic inspection and 
maintenance of office building, equipment, fixed assets, vehicles, monitor any work carried out by contractors 
to ensure that it is to the required standards, and report any problems in a timely manner; 

    Develop and maintain up-to-date databases of preferred and trusted suppliers, service suppliers, etc. 

    Maintain an awareness of staff comments and any complaints to identify any areas that may need 
development of improvement; 

 
 

III. Profile  
 Required Qualifications 

 
 Bachelor's degree in English, or social sciences, business administration, business management or in 

relevant fields 

 2 years of practical experience in administration, Assistant or Bookkeeper, 1 year of which should be in 
international organization 

 Having working experience as Receptionist or Administration Assistant is an advantage; 

 Experience of working in multi-cultural environment or international organization is an asset. 

 Proven experience in translating and interpreting. 

 Good knowledge of administration process of visa, work permit, etc. 

 Good understanding of normal practices in non-profit organizations 

 Experience in financial administration and petty cash bookkeeping is an advantage 
 

 Required Skills and Competencies  

 High attention in detail. 

 Networking & Team work skills 

 Good communications and negotiation skills 

 Good planning, organization, time management, facilitation and coordination skills 

 Proficiency in MS Office 

 Be able to work under pressure, towards tight deadline, and overtime if required 

 Working on own initiative with minimum supervision and staying on task 

 Good using Microsoft office and statistics software 

 Fluency in written and spoken English  

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

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

IV. Working Relationships 
 

Internal: work closely with finance and admin team in Hanoi, engage with support the project team in HCM 
and Mekong Delta landscape as well as admin teams in WWF-GM country offices 

 
 

External: Interact regularly with government agencies & other partners consultants, polices, landlords, 
consultants, suppliers, service providers. Engage with other organisations on administration systems and 
practices for learning and sharing 
 

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. 

 
 
 


