
 
 

JOB DESCRIPTIONS 
 

Position title:                 Senior Project Officer, Leading the change (Sida),  
          WWF-Viet Nam 

Reports to:  Project Manager 
Supervises:                    Consultant, CSOs 
Location:                        Thua Thien Hue or Quang Nam provinces, Viet Nam 
Date:                               August, 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. 

 
The “Strengthening Civil Society to Accelerate Conservation Efforts in the Central 
Annamites” (Leading the change) project aims at intensifying capacity and create enabling 
environment for people and community to effectively excercise their rights, control decisions, 
equitably receive benefits from natural resources and contribute to sustainable management 
of key ecosystems and habitats. The project is funded by the Swedish International 
Development Cooperation Agency (Sida) to implement in 5 years from 2018 – 2022. 
 
The project comprises of 4 major components including: i. Strengthening capacity of CSOs 
and local CBOs; ii. Supporting CSOs to participate in policy advocacy process related to 
natural resources management; iii. Assisting the participation of communities in natural 
resources management; and iv. Supporting communities to participate in social economic 
development. 

 
II. Major Functions 

 
The Senior Project Officer is in charge of coordinating and managing the field implementation 
of activities under the “Strengthening Civil Society to Accelerate Conservation Efforts in the 
Central Annamites” project in compliance with donor’s and WWF’s requirements/ policies, 
with good quality (as working conditions allows) in a timely manner. The position will support 
activities under the project with more focus and responsibility in the Thua Thien Hue and Quang 
Nam provinces. 
 
 



III. Major Duties and Responsibilities: 
 

· Together with Project Manager and partner CSOs to develop, implement and 
manage the project annual workplan, including cost control and budget compliance; 

· Work closely with partner CSOs/consultants to provide support, guidance and 
monitor field activities implemented by the CSOs and consultants in compliance with 
WWF and project-specific policies, procedures and work instructions; 

· Build CSOs’ capacity in terms of project implementation, monitoring and 
management through trainings and coaching; 

· Cooperate with other project team members to hold and participate in meetings, 
trainings, workshops, forums and dialogues under framework of the project and 
Leading the change regional programe;  

· Maitain and update the project monitoring system and ensure a the monitoring 
system with live data is maintained by partner CSOs; 

· Provide supports, advices and recommendations in technical and financial terms to 
Project Manager in compliance with policies and procedures required by WWF – Viet 
Nam and the donor; 

· Establish and maintain relationship with CSOs, CBOs, local counterparts and other 
projects, programs within WWF Viet Nam and Network; 

· Provide information, data and inputs in technical and financial aspects to Project 
Manager to serve report writing process; 

· Ensure social policies and principles (SPPs) are integrated/ mainstreamed in project  
activities planning, implementation and M&E; 

· Asist Project Manager to design and implement surveys, studies, new project 
proposals and concept notes when needed; 

· Other tasks and responsibilities required by Project Manager. 
 
IV. Profile 

Required Qualifications 
· Bachelor’s degree in natural resources management, forestry or other relevant fields; 
· Knowledge of sustainable forest management, VPA-FLEGT process; business 

development and forest policies; 
· Minimum 8 years of practical experience in implementing projects, preferably in 

conservation or community engagement; 
· Knowledge on CFM model formation and running;  
· Experience in CSO and CBO engagement and capacity building; 
· Experience of working with Government officials, local communities especially enthnic 

minorities; 
· Experience in financial management and reporting; conducting studies and coordinating 

research activities; 
· Knowledge of M&E methodology, quality assurance is an advantage 

 
Required skills and Competencies 
· Good interpersonal, communication and diplomatic skills  
· Good people management, coaching and capacity building/development; 
· Networking, coordination, and facilitation skills; 
· English & Vietnamese proficiency, strong technical report writing skills (in English); 
· 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 relationship 
 
Internal: close working relationship with the Line Manager; day-to-day working relationship the 
project  teams.  
External: closely work with CSO partners, Government agencies at all levels, other project teams 
within Forest Practice and WWF – Viet Nam as well as NGO partners, communities, and other 
stakeholders 

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.  

 


