
 

 

Job Description 

Special Needs Education Programme Manager 

 

I. Introduction 

Saigon Children’s Charity CIO is a UK registered charity working exclusively in Vietnam since 

1992, supporting disadvantaged children to get an education. The vision for Saigonchildren is 

to work towards removing barriers to education for disadvantaged children. Our mission is 

that: “Saigonchildren enables disadvantaged children in Vietnam to reach their full potential 

through receiving a quality education relevant to their needs.” A child protection policy is 

applied across all our activities. 

Saigonchildren is currently working in Ho Chi Minh, Dong Nai, Tay Ninh, Tien Giang, Tra Vinh, 

Quang Tri, Ca Mau, Kien Giang, Hau Giang, Tuyen Quang. We help disadvantaged children 

by giving them opportunities to approach adulthood with good education and in the long run 

to be able to sustain themselves and their families. 

Saigonchildren core programmes include:  

Schools Building and Learning Environments: we build schools at satellite sites in rural 

remote areas to bring a safe and child-friendly learning environment 

or disadvantaged children;  

Getting Ready for Work Programme: we provide disadvantaged youngsters with supports 

to take vocational training, life skills, English language skill, computer skills, etc. to get ready 

to join the skilled labour force;  

Child Development Scholarship Programme: we give scholarships to disadvantaged 

children in rural remote areas so that they can access education. Our scholarships include 

learning materials, school uniform, tuition fees and, most importantly, social care for the 

children and their families to reduce dropout rates;   

Special Needs Education Programme: Our Special Needs Education Programme has a 

focus on autism education, particularly early interventions to improve communication with and 

education of children with autism. We support the families, carers, teachers and therapists 

that work with children with autism so that we can develop expertise within Vietnam. 



 

 

Additionally, we provide local organizations that work with children with disabilities with 

essential resources to enhance professional knowledge and skills in the field of special needs 

education so that they can help children with disabilities to learn and to develop to their full 

potential. 

Education is, we believe, the most lasting and effective way we can help children and their 

families to escape from the cycle of poverty and it represents a double investment – an 

investment in the children but also an investment in the future of Vietnam. Saigonchildren has 

built up a reputation as a strong and effective NGO in Ho Chi Minh City and as the educational 

charity of first choice for partners. 

II. Programme Human Resource Structure 
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III. Description 

1. Function/ Title 

Special Needs Education Programme (SNEP) Manager 

2. Accountable to:  

The SNEP Manager reports to Head of Programmes.  

3. Responsibilities 

The role of SNEP manager includes: 

• Lead and develop the special education programme. 

• Work with relevant stakeholders to ensure good outcomes of the programme. 

• Manage and support staff of SNEP. 

4. Specific Responsibilities 

Lead and develop the special education programme 

• Ensure that all activities of SNEP are implemented in accordance with Saigonchildren’s 

strategic aims. 

• Undertake research to inform saigonchildren of potential projects related to special 

education.  

• Build a national network to develop the programme, including a major focus on autism 

education. 

• Plan and oversee all aspects of the special education projects. 

• Prepare reports related to programme activities and finance to the Head of Programmes. 

• Prepare budgets for the SNEP. 

• Liaise with Special Education specialists to develop curriculum and training materials. 

• Evaluate projects and record all data and outcomes. 

 

Work with other stakeholders 

• Engage with stakeholders including partners in education and NGO’s. 

• Engage with sponsors to share information, discuss project proposals and write reports. 

• Work closely with the Head of Programmes to ensure that the scope and direction of each 

project is on schedule. 



 

 

• Liaise with the SNEP consultant and with the OWL centre and other specialists to ensure 

high-quality outcomes of projects. 

• Work closely with the Fundraising team to keep them informed of the programme. 

• Cooperate with the Communications team to promote the programme. 

Manage and support staff 

• Manage the SNEP staff and build expertise within the team. 

• Delegate tasks to the SNEP officer(s) and provide relevant support to ensure all tasks are 

completed satisfactorily. 

• Monitor work performance and conduct appraisals of staff. 

Specific Tasks 

• Lead creation and development of strategic project proposals that will benefit children 

with autism and their carers/teachers; 

• Be the coordinator between trainers and partners to ensure appropriate training 

content, materials and to ensure good knowledge-sharing; 

• Monitor project implementation; ensure that project implementation is in line with the 

approved plan and budget and that the impact is measured; 

• Ensure that successful case studies and stories are collected and shared regularly; 

• Submit narrative and financial reports, both interim and final, to donors; 

• Liaise with donors as required to ensure they are sufficiently engaged; 

• Oversee the annual call for project proposals from SNEP grants in a timely fashion; 

• Ensure that the selection of project proposals is in accordance with the programme 

criteria and that potential grant holders are assessed carefully with management; skills, 

financial viability, honesty as well as their specific approach in working with the 

children; 

• Liaise with specialists/experts to ensure the best selection of project proposals; 

• Ensure funding is distributed appropriately to local partners; 

Planning, Implementing, Monitoring and Evaluation 

• Submit annual operational plan and budget estimation timely; 

• Evaluate programme activities to ensure their effectiveness, efficiency and relevance; 

• Ensure that local partners submit their reports on time and to a good standard; 



 

 

• Ensure that the programme’s budget is properly used and make sure that all 

expenditures are in line with approved budget. 

Feedback, Sharing Information and Reporting 

• Submit monthly and annual reports about programme activities to the Head of 

Programmes; 

• Record data, document results, and provide relevant information to the Head of 

Programmes upon request so that she can report to the Saigonchildren Director or to 

donors; 

• Closely cooperate and share information with other colleagues in Saigonchildren, 

especially in activities that need cooperation in order to bring the comprehensive 

benefits to the children/youngsters that Saigonchildren are supporting. 

5. Special Tasks  

• Discuss, share information and report to the Director of Saigonchildren about programme’s 

issues upon request in the absence of the Head of Programmes. 

• Meet donors for programme’s issues upon request in the absence of the Head of 

Programmes. 

6. Child Protection Policy of Saigonchildren  

Be alert to all kinds of child abuse and exploitation; report all identified cases of abuse, 

especially cases of children in the programme and discuss with the Head of Programmes 

how each case should be coped for the best protection and best benefits of the child; seek 

legal and other supports for the abused children/family. 

 

 


