BAN QUAN LY DU AN THANH PHAN HOP PHAN 1

HO SO MOI QUAN TAM
DU TUYEN VI TRI KE TOAN DU AN

Du an Hop phan 1: Hb tro xiy nha chong chiu bio, lut thudc
Du an “Téng cwong kha ning chong chiu véi nhirng tic dong ciia
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DANH MUC HO SO MOI QUAN TAM
DU TUYEN VI TRi KE TOAN DU AN

Diéu khoan Tham chiéu (TOR)

Mau Pon xin viéc

Mau Ly lich ca nhan (CV) - Mau 01
Mau So yéu 1y lich tu thuat - MaAu 02

Danh myc Ho so ing vién can ndp du tuyén vi tri K& toan Dy an



PIEU KHOAN THAM CHIEU CHO
VI TRi KE TOAN DU AN

1. THONG TIN CHUNG

Tén Dy an: Tang cudng kha ning chdng chiu véi nhitng tic dong cia bién ddi khi
hau cho cac cong dong dé bi t6n thuong ven bién Viét Nam

Vi tri chirc danh: K& toan Dy an - Hop phan 1

Thoi han: Hop dong 01 nam dén khi hét Dy an (tir thang 1/2022 dén hét thang
12/2022), lam viéc toan bd thoi gian, thir viéc 2 thang

Noi lam viéc: Ha Noi va di cong tac tai cac tinh ctia Viét Nam

Cép bao cdo: Giam déc Ban Quén Iy Dy an Hop phén 1 (hodc c6 thé bao cao Diéu

phéi Du 4n néu can)
2. BOI CANH/ GIOI THIEU VE DU AN

Du 4n " Tang cudng kha nang chong chiu voi nhing tac dong cia bién d6i khi hau cho cac
cong dong d& bi ton thuong ven bién Viét Nam” do Quy Khi hau Xanh (GCF) tai trg thong
qua Chuong trinh Phat trién Lién hop quéc (UNDP) tai Viét Nam duoc thuc hién tir nim
2017 dén nam 2021 tai 7 tinh gém: Nam Dinh, Thanh Héa, Quang Binh, Thira Thién Hué,
Quang Nam, Quang Ngai va Ca Mau.

Dy 4n gém 3 hop phén:

e Hop phén 1: Bb sung cic tinh ning thiét ké chdng chiu bio, lut cho 4.000 cin nha
mai tai noi an toan, dem lai lgi ich cho 20.000 ngudi nghéo va chiu rui ro thién tai
cao tai 100 x3 thudc 5 tinh khu vuc mién Trung;

e Hop phin 2: Phuc hdi 4,000 ha ving dém rirng ngdp min ven bién, 4p dung cac
phuong phap tiép can thanh cong di qua kiém chung.

e Hop phén 3: Ting kha ning tiép can v6i dir liéu vé khi hau, thiét hai va tén that do
thién tai va bién d6i khi hau dé phuc vu cho c¢ong tac rng dung cua khu vuc tu nhan
va khu vuc cong ap dung tai 28 tinh ven bién cta Viét Nam.

Pham vi Dy an Hop phﬁn 1 - H6 trg xay dung nha & chéng chiu bao, lut duoc thuc hién tai
5 tinh: Quang Ngai, Quang Nam; Thira Thién Hué, Thanh Hoa va Ca Mau (nim 2022).
Muc dich ciia Du an Hop phan 1 nham hd trg cho cic ho gia dinh nghéo tai 5 tinh xay
dung nha ¢ bo sung thém cac tinh nang chéng chiu bao, lut. Dy an Hop phén 1 do Cuc
Quan 1y nha va thi trudng bat dong san - Bo Xay dung lam Chi dau tu ctia Ban Quan 1y
Du 4n Hop phan 1 (Ban QLDAHP1).

3. MUC TIEU

Dud6i sy gidm sat truc tiép ciia Giam doc Ban QLDAHP1, Ké toan Dy an s& phéi hop véi
Diéu phéi Duy an va céc can bd c6 lién quan khéc dé hoan thanh nhitng nhiém vu ké toan,
tai chinh va lap ké hoach hoat dong cho Ban QLDAHP1.



4. NHIEM VU VA TRACH NHIEM
Ldp ké hoach va lgp ngan sdch:

«  Giap Giam ddc Ban QLDAHP1 va chi tri phéi hop véi Diéu phdi Dy an trong viée
theo ddi va diéu chinh ngan sach du an;

« Tham gia vao 1ap ké hoach cong tac quy, ké hoach cong tac nim va cac ké hoach
cong tac khac cia Ban QLDAHPL, 1ap ké hoach tai chinh dinh ky theo yéu cau dé
thuc hién dy 4n ding tién do;

« Lap ké hoach tai chinh hang quy dé nhan kinh phi hoat dong tir UNDP theo quy
dinh.

Ke toan/ Bao cao:

« Thiét 1ap hé théng ké toan, g6m cac mau bao cao va hé théng Itru van ban cua du
an, phu hop vé6i van kién dy 4n va quy dinh cta phap luat; 1ap cac hd so ké toan,
bdo cdo tai chinh ctua dy an theo ding quy dinh hién hanh;

«  Phéi hop véi tha quy thuc hién cac giao dich tién mat nho va giao dich tai chinh,
gém viét hoa don, 1ap mau dé nghi thanh todn, nhéan va giai ngan tién mat va thanh
toan tam Ung;

« HJ tro Giam déc Ban QLDAHP1 va phdi hop voi Diéu phdi Dy an dé quan 1y va
chuén bj hd so phuc vu cong tac kiém toan nodi bo va kiém toan doc 1ap;

«  Nhip cac giao dich tai chinh vao hé thong ké toan trén may tinh;

+  Xem x¢&t lai tat ca bang can doi ké toan va luu giir tat ca cac ban doi chiéu hoan
chinh;

« Kiém tra va dam bao tat ca chi phi cua dyu 4n déu tuan thu véi quy dinh, bao gdm
dam bao phai c6 héa don cua tat ca khoan thanh toan;

« Kiém tra cac dong ngin sach dé dam bao moi giao dich déu ding quy dinh;

«  Pam bao ching tir hd so lién quan dén thanh toan déu duoc Giam doc Du an duyét
hop 1y;

« HO) trg Ban Quan Iy Dy an Hop phan 1 xay dung quy trinh kiém soat noi bo ciia Du
an;

« Theo ddi cac giao dich chuyén khoan ngan hang, gom lap phiéu dé nghi ngan hang
chuyén khoan, trinh 1én ngan hang va theo ddi viéc chuyén khoan nay;

* Thuong xuyén nang cap hé thong va cai tién tha tuc nham tang cuong ki€m soat ndi
bo dé dap rng cac yéu cau ki€ém toan;

« Duy tri ho so kiém ké dé hd tro viéc mua sam tat ca thiét bi/ tai san;

« Lap bao cdo can d6i ngan hiang hang thang;
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Lap bao cdo tai chinh du an trinh 1én Giam doc Ban QLDAHP1 an dé cung cip cho
UNDP phé duyét theo yéu cau;

Cung cap dau vao tai chinh cho cac bao céo tién do cong viéc cua du an;

Phdi hop v6i Ban Quan 1y Dy an O, Ban Quén 1y Du 4n thanh phan Hop phan nha
tai cac tinh dé 1ap cac bao cao tai chinh cua Dy an téng thé.

Thuc hién céc cong viéc khac theo sy phan cong cua Gidm ddc Ban QLDAHP1.

5. TRINH PQ CHUYEN MON VA KINH NGHIEM TOI THIEU

Co trinh do dai hoc vé ké toan, tai chinh hodc linh vuc khac tuong duong;

C6 it nhat bay (07) nam kinh nghiém lam cong tac ké toan, tai chinh, 1ap ngan sach;
c6 kinh nghiém 14p bao céo cho du an c6 von tai tro nudc ngoai (ODA); ¢6 kinh
nghiém 1am viéc theo cac yéu cau kiém toan quéc té;

C6 k¥ ning t6 chirc, k§ ning phan tich tot va giai quyét van dé thuc tién, k¥ ning
tuong tac tot va 1am viéc theo nhom, k§ ning giao tiép va phdi hop;

C6 hiéu biét sdu vé phan mém ké toan trén may tinh; C6 k¥ ning st dung thanh
thao cic tng dung phan mém vin phong (nhu Microsoft Word, Excel va
PowerPoint...);

Str dung tot tiéng Anh ca k¥ ning viét va noi;

Uu tién ngudi c¢6 hiéu biét va cd kinh nghiém 1am ké toan, tai chinh cho cac dy an
do t6 chuc qudc té da phuong tai tro;

U tién nguoi c6 hiéu biét vé cac thu tuc hanh chinh ctia Ban QLDA, mdi quan hé
gitra Ban QLDA v¢i Nha tai trg.

6. GIAM SAT
Ké toan Du 4n sé& chiu sy giam sat cua Giam ddc Ban QLDAHPL1.
7. MUC LUONG VA QUYEN LOI

Ké toan Dy an sé& duogc chi tra tién lrong hang thang theo Danh muc tham chiéu vi tri Ké
toan Dy an dua trén sb nim kinh nghi¢m theo Pinh murc chi phi cia UN-EU 2017, dya
trén két qua cong viéc hoan thanh dugc Giam dbc Ban QLDAHP1 xac nhan.

Giam déc Ban QLDAHPI1:
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Nguyén Manh Khéi
Ngay: 6/12/2021



TERMS OF REFERENCE FOR PROJECT ACCOUNTANT
1. GENERAL INFORMATION

Project name: Improving the resilience of vulnerable coastal communities to climate
change related impacts in Viet Nam

Position title: Project Accountant - Component 1

Duration: One year contract till the Project completion (from January 2022 till
December 2022), full time with 2-month probation

Duty station: Hanoi based and traveling to provinces, Vietnam

Report to: Director — PMU Component 1 (or Project Coordinator if
necessary)

2. BACKGROUND/ PROJECT OVERVIEW

Project of “Improving the resilience of vulnerable coastal communities to climate change
related impacts in Viet Nam” financed by Green Climate Fund (GCF) through UNDP Viet
Nam (UNDP) will be implemented from 2017 to 2021 in 7 participating provinces of: Nam
Dinh, Thanh Hoa, Quang Binh, ThuaThien Hue, Quang Nam, Quang Ngai and Ca Mau.

The Project has 3 components:

e Component 1: Storm and flood resilient design features added to 4,000 new
houses on safe sites, benefiting 20,000 poor and highly disaster-exposed people
in 100 communes in 5 central provinces of Vietnam.

e Component 2: Regeneration of 4,000 hectares of coastal mangrove storm surge
buffer zones using successful evidence-based approaches

e Component 3: Increased access to enhanced climate, damage and loss data for
private and public sector application in all 28 coastal provinces of Viet Nam

The Project - Component 1: Support on storm and flood resilient house construction covers
five provinces: Quang Ngai, Quang Nam; Thua Thien-Hue, Thanh Hoa and Ca Mau (Year
2022). The Project -Component 1 aims to support poor stakeholders in 5 provinces to
construct houses, adding storm and flood resilient design features. Housing and Real Estate
Management Bureau (Ministry of Construction) acts as the Project Owner of the Project
Component 1 through Project Management Unit Component 1 (PMU Component 1),

3. OBJECTIVE

Under direct supervision of the Director of PMU Component 1, the Project Accountant
will collaborate with the Project Coordinator and other relevant staff to complete
accounting, financial and implementation planning tasks for PMU Component 1.

4. DUTIES AND RESPONSIBILITIES
Planning and budgeting:
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» Assist the Director of PMU Component 1 and collaborate with PC in project budget
monitoring and revision;

» Participate in quarterly, annually work planning and preparation of other project
work plans, prepare periodical financial plans as required for the project
implementation on a timely basis;

» Prepare quarterly financial plans to get advance funds from UNDP as required in
procedures.

Accounting/ Reporting:

« Set up accounting system, including reporting forms and filling system for the
project, in accordance with the project document and as regulated by law;
establishing and accounting records, financial statements of projects under the
current regulations;

« Maintain petty cash and financial transactions in coordination with the cashier. This
includes writing of receipts, preparation of payment request form, receipt and
disbursement of cash and clearance of advances;

» Support the Director of PMU Component 1 and collaborate with the PC to manage
and prepare the document for internal audit and independent audit;

 Enter financial transactions into the computerized accounting system;
« Reconcile all balance sheet accounts and keep a file of all completed reconciliation;

« Check and ensure that all expenditures of projects are in accordance with
procedures. This includes ensuring receipts to be obtained for all payments;

« Check budget lines to ensure that all transactions are in accordance with procedures;
« Ensure documentation relating to payments is duly approved by the PD;
« Assist PMU Component 1 in setting up internal control procedures of the Project;

» Follow up bank transfers. This includes preparing the bank transfer requests,
submitting them to the bank and keeping track of the transfers;

« To continuously improve system and procedures to enhance internal controls to
satisfy audit requirements;

« Maintain the inventory file to support purchases of all equipment/assets;
« Prepare monthly bank reconciliation statement;

» Prepare project financial reports and submit to the PD for clearance and furnish to
UNDP as required;

» Provide financial inputs for the project progress reports;
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Coordinate with the Central PMU and PPMUs to prepare financial reports for
overall project.

Implement other tasks as required by PD.

5. MINIMUM QUALIFICATIONS AND EXPERIENCES

University degree in accounting, finance or other relevant fields;

At least seven (07) years of accounting, financing, budgeting; experience in
reporting for foreign funded projects (ODA projects); and experience with
international auditing requirements;

Strong organizational skills; Strong analytical and practical problem-solving skills,
good inter-personal and team building skills, inter-personal communications and
coordination skills;

Good knowledge of a computer-based accounting software; Advance computer
skill, with high proficiency in the use of standard office software applications (e.g.
Microsoft Word, Excel and PowerPoint...);

Good command of English in both spoken and written;

Knowledge and accounting and finance experience for projects funded by
multilateral international organizations would be an asset;

Knowledge in administrative procedures of the Government, and understanding of
PMU administrative procedures and relations between PMU and Donors is an
advantage.

6. SUPERVISION

The Project Accountant will work under the supervision of the Director of PMU
Component 1.

7. SALARY LEVEL AND ENTITLEMENTS

The Project Accountant will be compensated according to the reference category for the
position of Project Accountant with respect to his/her years of experience in the 2017 UN-
EU Cost Norms.

The Project Accountant will be paid on montly basis with the succesful service delivery
certified by the Director of PMU Component 1.

Approved by Director of PMU Component 1

N Mo

Nguyen Manh Khoi
Date: 6/12/2021



MAu Pon xin viée (ban tiéng Viét)

PON XIN VIEC

Kinh giri : Giam déc Ban Quan Iy Du an thanh phin Hop phin 1

Noi dung :

- Trinh bay ho va tén day du cua nguoi ndp don

- Ngay thang, nam sinh, qudc tich

- Trinh d6 hoc van : Bang dai hoc/Cao dang; Chuyén nganh

- Néurd 1y do ban tng tuyén/ Su sin sang tng tuyén vao cong viéc ndy
- Néu cam két ctia ban

- Viét ngay, thang va ky tén ctia ban



MaAu LV lich cA nhan - 01

LY LICH CA NHAN

Ho va tén

Gidi tinh

Quéc tich

Nam sinh :
Tinh trang hon nhan :
bia chi noi cu tru
bién thoai

Email

HOQC VAN

Liét ké nhimng bang cip, ching chi lién quan:

Nam cdp bang, Truong/ Té chirc cdp bang ( Kém theo la ban chimg thiee sao y ban chinh
dé chirng minh)

QUA TRINH CONG TAC
Liét ké theo trinh ty thoi gian cong tac gin ddy nhit tré vé trudc theo mau sau:
- Tirngay/ thdng/ nam dén ngay/ thang/ nam:
- Chitc vu - Co quan/ Té chirc - Tinh/ Thanh phé noi lam viée:
- Liét ké nhitng cong viéc da lam trong tung giai doan cong tdc:
(mo ta cong viéc, nhiém vu ma wng vién da dam nhiém tryc z‘ié'p, dac biét nhitng
céng viée cé tinh chdt, pham vi twong tw nhue vi tri 1ng vién img tuyén)

CAC KY NANG THUC HIEN CONG VIEC
- MAY TINH: Liét ké nhitng phin mém ké toan tng vién di st dung thanh
thao
- NGON NGU:
+ Tiéng Viét:
+ Tiéng Anh:

THAM KHAO

Liét ké va c6 xac nhan cua it nhat 1 ngudi/ ¢4 nhan vé qua trinh cong tac clia ban than
gdm cac thong tin nhu sau:

Ho tén:

Churc vu:

Co quan/ Té chirc:

Dién thoai:

Email:

Dia chi co quan:

Xéc nhén cda cd nhan néu trén trong 1y lich hodc c6 thu xac nhan riéng
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DANH MUC HO SO
UNG VIEN CAN NOP DU TUYEN VI TRi KE TOAN DU AN

1. Pon xin viéc: 01 ban bang tiéng Viét va 01 ban bang tiéng Anh

2. Ly lich ca nhan (CV — Mau 01) - 01 ban tiéng Viét va 01 ban tiéng Anh, ¢6 xac nhan
clia it nhat 1 ca nhan vé qué trinh cong tac cta ban than hodc c6 thu xac nhan riéng

3. So yéu Iy lich tur thuat (Mau 02) - 01 ban tiéng Viét, ¢ X4c nhan cua dia phuong
noi cu tra trong thdi han 6 thang gan day.

4. Ban sao c0 cong chimg cac Bang/ Ching chi lién quan



