Vacancy (Part-time job)
5 hours/week - US$100-150/month

Assistant-Webmaster / Forum Moderator (AW-FM)

(Part-Time job)
The Greater Mekong Communicable Diseases Control Project is seeking a motivated and competent person to help its Regional Coordination Unit maintain its GMS CDC website. The job is only part-time, approx. 5 hours per week, and paid 100-150 US$ a month pending on experience and performance. After an in-depth briefing by the Regional Coordination Unit (RCU) in Hanoi, the incumbent may chose to work at the RCU or from home (provided the incumbent disposes of a computer and a proper Internet connection); however he/she will need to meet at least once a week at the RCU for a verbal report of activities and expose difficulties encountered..    

The AW-FM will work under the close supervision of the Regional Coordinator and the Programme Officer of the project. 

The part-time job is originally for a 3-month period, renewable, pending on performance and fund availability. 

Duties includes:  

For the website maintenance (in English):

· Pro-actively and regularly scan the WWW for interesting data and information related to Communicable Diseases in the Greater Mekong Subregion.
· After consultation with RCU, post information and links on the GMS CDC website.

· Collect information provided by RCU and GMS countries and post them in the proper GMS CDC website pages. Update regularly. 

· Manages the content, flow and accessibility of information on the site by liaising with appropriate content providers and systems experts.
· Promotes the use of a "house style" (uniform fonts, icons, page format, document organization, etc.) so that all site documentation presents a uniform look and feel.
· Maintains the home page and certain other primary site documents as well as a Frequently Asked Questions (FAQ) document where necessary.

· Ensures the effectiveness of the two-way communication process on the site by responding to or redirecting inquiries, identifying user needs based on this feedback.
For the Electronic Forum moderation (in Vietnamese).

The GMS CDC electronic forum moderator’s job is to both spark conversation when there is none, and to act as a guiding hand when things get a little hot. The moderator has the final say in what is on-topic in a discussion group, and what is not. To help them in this they have the right to issue warnings to people who are "off topic" and to give "time outs" to people who cannot stay on topic after repeated warnings. The moderator has the option to allow topics to wander as long as they feel it is of interest to the members of the group.
· Under the guidance and close supervision of RCU, the Moderator will launch discussions among CDC professionals.

· Monitor that discussions remain focused.
Qualifications required

· Solid experience in WWW site administration. 
· Public health background, minimum at Master’s level, and preferably in Communicable Diseases Control.

· Good English (read and written). 

· Advanced technical aptitude and knowledge of Web technologies; 

Assets

· Acquainted to Knowledge Management approach and in particular Communities of Practice. 

· Knowledge of relevant software such as HTML, as well as graphics applications and techniques. 

· Experience in communications project coordination, and the ability to remain aware of long-term goals while producing immediate solutions Initiative, 

Preferred profile: 
Preference will be given to motivated 
· student in public health (MPH, MD, etc)

· Civil servants from the Ministry of Health who are likely to provide similar services at the Ministry of Health in the future.

The RCU is an equal opportunity environment: male, female, persons with handicap equally welcome.  

Interested? 
Please, submit by e-mail: 

· CV in English
· all relevant credentials 
· and reference letters if any
before 21 December 2007, 5:00 pm
To: Dr. Le Duc Tho

Programme Officer

Regional Coordination Unit (RCU)

Asian Development Bank 

Greater Mekong Communicable Diseases Control Project

Room 2104, 21st Floor, 

Thanh Cong Tower, 

25 Lang Ha Street, 

Ba Dinh District, Hanoi – VIET NAM

E-mail: leductho.rcu@gmail.com

