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JOB ANNOUNCEMENT
Project Assistants for Sponsorship Information
World Vision is an international Christians Humanitarian Organization working with the poor and oppressed to promote human transformation and seek justice. Our Cambodia Office is seeking for one (1) qualified Cambodian national to fill in the position below:
Job ID:



BTB-FY16-F002
Position of:


Project Assistants for Sponsorship Information 
Location:    


Phnom Prek ADP, Phnom Prek district, Battambang province 

Salary & Benefit Package: 
376 USD – 470 USD dependent on professional experience and qualifications
I. THE PURPOSE OF THE POSITION

To assist ADP Manager in managing sponsorship service operations and data entry through Registered Child (RC) Monitoring Form, Annual Update, ID Card Scanner in ways that meet the national and partnership standards, guidelines and policies and data quality assurance.

II. MAJOR RESPONSIBILITIES

1. Process Sponsor Letters (SLs) / Child Reply Letters (CRLs) in compliance with the STEP business process requirements.
2. Process sponsorship business regarding Hold Management (including CSM 303, 304 and 305) in compliance with the STEP business process requirements.

3. Process Introductory Letters (ILs) in compliance with the STEP business process requirements.

4. Process new RC / Growth in STEP in compliance with the business process requirements.

5. Process Water Festival Card (WFC) and Annual Progress Report (APR) in compliance with the STEP business process requirements.

6. Process queries and requests from sponsors and support office in compliance with the STEP business process requirements.

7. Process GN from support office in compliance with the STEP business process requirements and guideline.

8. Process Farewell letters for support office in compliance with the STEP business process requirements and guideline.

9. Process sponsorship business regarding drops of records of registered child left program and replacements in compliance with the STEP business process requirements.

10. Ensure that each child folder is updated, properly filed and stored in a secure place.

11. Input information on the RC Presence Monitoring Lists, supplementary RC monitoring form, ID card scanner, annual update, and child validation form into STEP as required by the partnership standard.
12. Assist ADP manager in handling child death in line with the partnership standard.

13. Ensure that every RC and RC caregivers are participated in and benefited from ADP activities.

14. Capacity building to ADP team and or community volunteers related to correspondence standard, guidelines and business process.

15. Assure quality in sponsorship correspondence products.
16. Assist in Child Protection according to Child Protection Policy (CPP).

17. Ensure that Child Record Management is controlled and monitored to meet the Partnership Standards.
18. Process initial Child Data Validation in compliance with STEP and QuickSTEP requirements.
19. Prepare and submit required reports to ADP manager and concerned stakeholders.
20. Resolve all routine discrepancies in compliance with the partnership requirements.
21. Assist in Annual Reconciliation in an accurate manner.

22. Make request for sponsorship supplies.
III. REQUIREMENTS

1. Bachelor degree Information Technology or in any Social Science is advantage.
2. Good understanding of sponsorship business process and child protection.
3. Good command of English.
4. Proficiency in computer—Database system management, MS Word and MS Excel.
5. Effective Communication and Facilitation skills.
6. At least 1 – 2 years experiences in sponsorship business or in community development project.
7. Experience in English to Khmer / Khmer to English translation.
8. Experience in working with children in a development context.
INSTRUCTIONS
There are two types to apply this position by follow the instruction as below:

1. To apply online    :Please visit our website to APPLY ONLINE (** Strongly recommended)
2. To apply email
 :Please copy BTB-FY16-F002 to be your email subject ONLY and attach your completed 
     Application Form, CV and Cover Letter to Email: cam_recruitment@wvi.org
Please PDF all document before sending | Other related documents will require later

Our website: http://careers.wvi.org/job-opportunities-in-cambodia
World Vision Cambodia no longer accepts hard copy applications
GO GREEN! SAVE THE TREES! 
World Vision Cambodia is committed to the principles of workplace diversity. Qualified women and disabled people are encouraged to apply. Only short listed candidates will be notified. Applications and CVs will not be returned.
Closing date is 24 March 16 at 5:00 PM

