
 
 

POST ANNOUNCEMENT 
 

   The United Nations Office on Drugs and Crime (UNODC) Viet Nam Country 

Office is seeking qualified candidate for the position of Project Assistant (Criminal 

Justice) for UNODC Office. The duration of the position is 1 year, renewable subject to 

satisfactory performance and availability of funds.   

 

Background information: 

 

In recent years, despite the overall progress in Viet Nam’, the Judicial Reform 

Strategy to 2020 recognizes that social and economic achievements have to be sustained 

through deepening democracy and building a substantive “rule of law” state. The need to 

promote legal empowerment and ensure justice to all, and vulnerable groups in particular, 

remains strong and is an utmost national priority especially when Viet Nam is experiencing 

rapid changes as a newly emerged middle-income-country. To further support Viet Nam in 

the implementation of the Strategy for the Development and Improvement of Viet Nam’s 

Legal System to 2010 with a Vision to 2020 (Resolution 48) and the Judicial Reform 

Strategy for the Period until 2020 (Resolution 49), the Justice and Legal Empowerment 

Programme (the Programme) has been developed to meet the most urgent need as results of 

recent reviews of the implementation of these important Strategies to identify key priorities 

for law and judicial reforms in 2016-2020. 

The Programme is funded by the European Union, and consists of two parts - a co-

delegation agreement (PAGoDA) to provide targeted capacity building to institutions and 

evidence-based research and a basket fund for small grants for civil society organisations 

called the Justice Initiative Facilitation Fund (JIFF). The PAGoDA mechanism is co-funded 

by UNDP, UNODC, UNICEF and is implemented by UNDP, UNODC and UNICEF in 

partnership with Ministry of Justice of Vietnam. 

Under the PAGoDA mechanism, the Programme will strengthen the rule of law through a 

more reliable, trusted and better-accessed justice system. Specifically, it aims to focus on 

those population groups which, according to dependable data, face the greatest obstacles in 

using the justice system to invoke their rights, and on improvement of mechanisms for 

rights protection, legal services including advice, assistance and representation. 

The four targeted results of the Justice and Legal Empowerment Programme are: 

 Increased public awareness and understanding of rights and how to invoke those 

rights according to principles enshrined in Vietnamese law, mechanisms and 

procedures for how to use the law, and options for seeking legal advice, assistance 

and representation. 

 Increased access to legal advice, assistance and representation in both civil and 

criminal matters. 

 Improved enabling legislative and regulatory framework for legal empowerment and 

access to justice 

 Enhanced integrity and transparency in the justice sector 

 

In the implementation, gender equality is mainstreamed throughout the Programme 

outputs and there will be a continual process of assessing the impact on women and men of 

any planned action, in all areas and at all levels.  Gender equality is integrated as a cross-
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cutting issue by the rationale, activities, indicators and budget associated with each output, 

and with each output promoting gender equality in a significant and consistent way. 

 

To support the implementation of the Justice and Legal Empowerment Programme, the 

UNODC Viet Nam Country Office is recruiting a Project Assistant who is qualified and 

available whenever required for the UNODC activities.  

 

The position will be under the direct supervision of the relevant Project Manager and the 

overall oversight of the Officer-in-Charge.  

 

Tasks and Responsibilities: 

 

The Project Assistant (Criminal Justice) will work under the overall oversight of the 

UNODC Officer-in-Charge and direct supervision of the sub-program on Criminal Justice 

Manager and expect to perform the following duties: 

1. Provide administrative support in accordance with the project (sub-program) documents, 

e.g. to consultants, as required.  

2. Set up and maintain the financial reporting and monitoring system of the 

project/subprogram. Maintain an accurate record of all project expenditure, ensuring 

transparency and ability to make such records available for review when required.  

3. Assist with preparation of budget revisions and maintain updated inventory of all project 

equipment including inventory checks when requested. Assist in the preparation, updating 

and revision of the project work plan and other reports required for the Country Office. 

4. Assist  in providing support to the executing agencies relating to UN financial, technical 

and administrative procedures, rules and regulations; 

5. Be responsible for the preparation of material for training, workshops, conferences and 

seminars for project events. Assist with the planning, travel, logistics and organization of 

study tours, seminars, training, consultancies and meetings as required 

6. Carry out the translation of documents and act as interpreter at technical meetings as 

required. 

7. Other tasks as required for UNODC Country Office. 

 

Qualifications required: 

 

- University degree in administration, financing, social sciences, foreign languages or 

related areas 

- At least four years’ working experience in related field; 
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- Experience of working as part of a multi-disciplinary team, particularly within 

international agencies and/or organizations; previous work experience with the UN 

an asset.   

- Fluency in speaking and writing Vietnamese and English; a demonstrated ability to 

translate/ interpret from Vietnamese to English and English to Vietnamese language 

- Vietnamese national 

- Demonstrated skills in working with colleagues and collaborators of different 

national and cultural backgrounds; 

- The position demands a person with high integrity and transparency in his/her 

working routines 

 

  

Application Procedures: 

 

  Those who are interested in the above position should submit their detailed 

curriculum vitae (CV), UNDP personal history form (p.11) downloading in Job site of 

UNDP website (http:// http://www.un.org.vn/vi/un-jobs.html) and copies of relevant 

academic degree(s) together with an application letter in English and other supporting 

documents in a sealed envelope, indicating post title and send to:  

 

Recruitment - Project Assistant (Criminal Justice)  

United Nations Office on Drugs and Crime (UNODC) 

5/F, Machinco Building, 444 Hoang Hoa Tham Street, Hanoi. 

 

Or email: fo.vietnam@unodc.org 

 

All applications must reach the above addresses by 17:00 p.m., Monday, 20 

November 2017 at the latest. Please note that only short-listed candidates will be contacted. 

 

 

 

 










