TOR

VBF Project Officer  

· Overall responsible for the day-to-day operation of the VBF Secretariat 

· Participate in development of and implement VBF’s strategy 

· Act as a focal point  with representatives from the Government Counterparts, Business Groups and donors to co-ordinate the VBF activities 
· Perform quality control in VBF daily operation
· Responsible for preparation of reports and budgets as required by the management 
· Participate in fund raising for VBF

· Promote the VBF in Vietnam, including contact to business community, government and the media.  

· Act as a honest broker to foster good working relations between the business groups and government counterparts to support and promote policy initiatives that emanate from the VBF
· Ensure broad representation and adequate research of issues raised, and their presentation in a coordinated solution-oriented manner to the Government
· Conduct follow-up dialogue with the Government Counterparts on the various issues raised at formal VBF and Working Group meetings. 
· Increase awareness and communicate about the content of the dialogue as well as outcomes of the Forum

· Co-ordinate/work in close co-operation with the IFC staff to ensure synergy 

