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WORLD VISION VIETNAM
POSITION DESCRIPTION

	KEY POSITION INFORMATION

	Job Title
	MF Operation Manager
	
	

	Reports To
	MF National Program Manager 

	Department/Group
	Micro Finance Program
	Location
	Hanoi 


WORK CONTEXT / BACKGROUND:

As per WV Vietnam strategy, micro finance is managed as one of its initiatives. In other word it is part of WV Vietnam and not as a separate entity line in other countries. . 

WV Vietnam  has 35 Area Development Programs (ADP). ADP is a 10-15 year community development program that is an integrated approach to community development, emphasizing the process of community participation, ownership and sustainability, while addressing the macro and micro causes of poverty. WVV’s ADPs focus within one administrative district of a province which usually populated by ethnic minority people with very high rates of poverty. 

Micro Finance program’s mission is to foster improvement in the quality of life among the clients in Vietnam by assisting the economically active poor and graduating the moderate and poorest of the poor into entrepreneurial skills. This will be accomplished through a sustainable Micro Finance program that provides access to loans, insurance and savings within ADPs All aspects of the services that MF program delivers are built to lead the development of appropriate models, capacities and systems for Micro enterprise development in Vietnam, resulting in sustainable economic development as part of WVI transformational development ministry throughout ADP communities.  


MF Program is structured in two management levels: central office in Hanoi and branch office at provincial and/ or regional level. All direct transactions with clients including clients screening, loan processing and loan collection are carried out at communities’ level through a network of local staff. 
PURPOSE OF POSITION: 

To provide effective leadership and management of the micro-finance program for its efficient operation and long-term sustainability at both branch & head office levels and to ensure that designated objectives and goals are met and in line with set standards and objectives of the MF Program. 

	ROLE DIMENSION/DESCRIPTION
	End Results Expected
	Time Spent

	Organizing and Implementation 
	· Assistance is provided to the National Program Manager to prepare viable MF Program overall business plan in cooperation with Branch Managers and other Senior Management Team members

· The MF Program strategy, long-term business plans, and the annual operating plans are implemented in accordance with World Vision’s Core Values, Mission Statement and relevant WV/ VFI policies and protocols as well as the MF Program’s mission. 
· Appropriate, effective and efficient monitoring tools and systems for the MF Program operations are established.
· Operations manual and procedures concerning lending methodologies, financial services, internal control system and other relevant documents are developed, updated and revised according to the standardized system of VFI.
· Products are developed based on market surveys and client’s feedbacks.

· Assistance is provided to the National Program Manager to prepare proposal to donors.
· The integration of MF Program operation with WVV ADP/projects and external organizations is promoted.

	35%

	Monitor, follow-up and reporting


	· The MF Progam plan and targets are achieved, variances (if any) are properly identified and explained, and correction actions are taken. 

· All operation policies and procedures are applied consistently, uniformly and in compliance across all branches.

· Rapid scaling up with quality operational performance consistent with VFI standards for MF Program, local government/Central Bank performance benchmarks and Micro finance best practices in general is ensured.

· Branch operation reports as well as MF Program’s operational and narrative reports are prepared, submitted and distributed to MF Program Advisory Committee, Regional & Support Offices, Donors, and Government authorities in a timely manner.
· Loan tracking system is developed in cooperation with IT team; the system implementation is closely followed up and monitored.
· Audit findings and recommendations on operation are followed up. 

· Required information relating to MF Program’s competitors and clients’ feedbacks/concerns are collected/updated and analysed on a regular basis (at least every six months).

· The loan in arrear of branches is monitored and immediately updated to National Program Manager.


	40%

	Capacity Building 
	· Assistance is provided to the National Program Manager in developing and revising the Job Description, Core Competency, Training Curriculum, and Training Materials. Valuable Contribution (in a role of key trainer) is made to operation trainings.  
· Operation orientation is provided to new staff.

· Annual leaning needs of operation staff are identified and responded by appropriate methods, including on-the-job training, so that their capacity is strengthened.
· Staff understanding of the relationship between VisionFund and World Vision is ensured. 

· Performance appraisal for operation staff is properly done.
· Leadership, management and day-to-day behaviour and attitudes, which exemplify WVV / MF Program’s Mission, Core Values, Christian identity, the organizational culture and encourage others to follow, are demonstrated.


	20%

	Networking
	· Effective relationships with concerned WVV staff, VFI, ADP managers, clients, other local MFIs, organizations, government institutions, donors, and the general public are built and maintained.

	5%


	No. Direct Report:
	7 
	Positions Supervised:
	Branch managers, operation assistant, quality assurance officer

	Other Reporting Relationships
	

	Financial Authority
	As per LOA of MFU

	Total Budget
	US$ 2,000,000

	Decision Making Authority
	 Within WVV Policies and Guidelines 


	Important Functional Relationships: 

List below all the contacts required in this position in order to efficiently accomplish the objective of the position.

	
Contacts

	Reason for Contact
	Frequency of Contact 

(Daily, Weekly, Monthly)

	MF National Program Manager 
	Receive overall guidance and approval 
	Daily 

	MF Finance Manager 
	Branch financial management, guidelines development
	Daily/Weekly 

	ADP Manager
	Integration promotion/ MF Program orientation training 
	Upon request

	Operation staff
	Supervision, coach, monitor
	Daily/Weekly

	MF working group
	Net working, relationship building
	Upon request

	MF regional colleagues
	Learning and experience sharing
	Upon request

	HRD
	Staff recruitment
	Upon request


	Major Challenges:

<List below some of the major challenges unique to this role and solutions or approaches to these challenges>

	
Challenge

	Possible Approaches/Solutions

	· Strong competition in financial market
	· Focus on the service quality, 

· Conduct market survey & develop appropriate product based on the finding from market survey.
· Communication/ marketing plan

· Staff training

	· Branch staff competencies
	· CB for branch staff through coaching and consultation.
· Regular monitoring and supervision

	 - Branches operate in scattered areas 
	· Enhance Coordination/ Delegation skills 
· Standardized the system.

	
	· 


	Knowledge, Skills, Abilities:

(The following knowledge, skills, and abilities may be acquired through a combination of formal schooling, self-education, prior experience, or on-the-job training.)

	Education
	· A Bachelor Degree in economics, accounting, business administration or any other social science field..
	· Essential

	Knowledge & Skills
	· Determined personality with initiative, perseverance and the ability to motivate and manage a team.

· Demonstrated high level of ethical commitment and trustworthiness.

· Dynamic personality to be able to work and maintain good relations with different types of people and team spirit.

· Capability and willingness to take responsibility and highly developed sense of rectitude.

· Be a good trainer, facilitator, mentor, and coach.

· Very good communication and marketing skills.

· Good analytical and problem solving skills.

· Fluency in English, both written and spoken.

· Must be willing to travel to provinces frequently and ability to work under pressure
	· Essential 
· Essential 

· Essential 
· Essential 
· Essential 
· Essential
· Essential
· Essential
· Essential

	Experience
	· Al least 5 years experience at a senior managerial level.

· Experience in MF management.  

	· Essential
· Essential

	Work Environment
	· Strict requirement on integrity and accountability

· 30% - 50% time of field visits is expected

	Core Capabilities:


	Achieving Capabilities:


Achieving quality results and service

Practicing accountability and integrity

Communicating information effectively

	
	Self-Managing Capabilities:


Demonstrating Christ-centre life and work
Learning for growth and development

Maintaining work/life balance and effectiveness

	
	Thinking Capabilities:



Thinking clearly, deeply and broadly
Understanding the Humanitarian Industry

Understanding World Vision’s mission and operations

Practicing innovation and creativity

	
	Relational Capabilities:



Building collaborative relationships
Practicing gender and cultural diversity

Influencing individuals and groups


	Prepared by HRD:                               
	Date Revised: 6 August 2010

	Reviewed by MF National Program Manager
	Date: 

	Agreed by Hiring Manager: 
	Date: 
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