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JOB DESCRIPTION 

 

Position title: Receptionist, WWF-Vietnam 

Reports to: Administration Coordinator 

Supervises:  N/A 

Location: Hanoi Office 

Date: February 2018  

 

I. Background 

 

WWF was one of the first International non-government organizations working in Vietnam. In 1985, WWF 

began working on a national conservation strategy and since then has worked closely with the Vietnamese 

Government on a diverse range of environment issues and implemented field activities across the country. 

 

WWF-Vietnam is part of WWF-Greater Mekong which operates in 5 countries: Laos, Thailand, Myanmar, 

Cambodia and Vietnam. Find out more at http://vietnam.panda.org/ 

II. Major Functions 

Receptionist provides daily reception and administrative support to all WWF staff in Ha Noi.  

III. Major Duties and Responsibilities: 

1.   Reception: 

- Receive all visitors to the office and ensure that their requirements are promptly dealt with; 

- Respond to all incoming telephone calls and direct to the right person, take messages and deliver to 

relevant person when required; 

- Provide efficient service in distribution of incoming mail and despatch of outgoing mail;  

- Assist with setting up meetings by telephone or by other means with NGOs, UN agencies, and 

Government agencies when required; 

- Provide a comprehensive and reliable photocopying, scanning, typing and translation services; 

- Maintain stocks of brochures and other information; 

- Maintain the reception area  in a tidy manner so that a favourable first impression is given to any visitors; 

- Maintain an up to date list of staff internal telephone numbers, list of key iNGOs, government contacts 

and distribute to all staff in a timely manner; 

- Monitor  the schedule  of  meeting  rooms and  update  the  information board; 

 

2. Administration: 

- Provide support in arranging logistics for events, meetings, office social activities, and travel  including  

booking  venue,  accommodation,  and vehicles; 

- Purchasing air tickets and international travel insurance for Hanoi staff and others at requested; support 

staff in printing name card at requested; 
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- Maintain  an  awareness  of  quantities  of  stocks  of  stationery,  water, napkins, etc. to ensure adequate 

supplies are provided at all times; 

- Regularly check the First Aid kit and replenish based on the checklist of First Aid Box if necessary; 

- Manage the WWF e-library and update the library management database (if any); 

- Manage WWF email address and make sure every emails are replied/forwarded to the right person in 

charge; 

 

IV.Profile 

Required Qualifications 

 University degree in English, social sciences, business administration, business management or in 

relevant fields, bachelor’s degree is an advantage.  

 Proven experiences: 

 Having working experience as Receptionist or Administration Assistant is an advantage; 

 Experience of working in multi-cultural environment or international organization is an asset. 

Required skills and Competencies 

 Can-do attitude and result-oriented communication mind-set; 

 Organizing / planning, time management and problem-solving skills; 

 Detail focus, enthusiastic, friendly and careful. 

 Administrative and clerical procedures; Customer service orientation; 

 Fluency in written and spoken English; 

 Adhere to WWF’s values: Knowledgeable, Optimistic, Determined and Engaging. 

 Respective Competencies: WWF Focus; External Orientation; Delivery quality outcomes; Building 

working relationships; Communicate effectively;   

 

V. Working Relationship 

 

1. Internal: work in close collaboration with project staff, finance team of WWF Viet Nam and other 

regional staff, other GMPO Country Programmes. Engage with and support other field staff 

 

2. External: Interact regularly with suppliers and service providers 

   

This job description covers the main tasks and conveys the spirit of the sort of tasks that are anticipated 

proactively from staff. Other tasks may be assigned as necessary according to organizational needs. 

 

Prepared by Supervisor:                    ________________________ Date: ______________ 

 

 

Accepted by Staff member:                ________________________ Date: ______________ 


