JOB DESCRIPTION

Research and Information Intern 
Job Title:
 
Research and Information Intern 
Reports to: 

Research and Information Center Manager
Job’s Purpose: 
This position is to support Research and Information Center work of the NGO Forum. The Research and Information Center Intern is a temporary intern which have one year contract period and based in Phnom Penh.
Main Responsibilities:
The Intern of Research and Information Center will be responsible for the following tasks under direct supervision of Research and Information Center manager: 
1. Daily collects data of Land confliction and Land economic concession cases from media (Newspaper, Internet...) and documentation
2. Library management (Librarian) 

3. Assists GIS and Database Officer in analyzing and entries data
4. Takes minute/produce monthly report 

5. Administrative Works (Handle phone reception for the program, Copying, Printing...).

6. Assists Research Officer in checking spelling and grammar of English or Khmer

7. Regular participate in internal the NGO Forum meeting

8. Gender mainstreaming in the program

9. Do other tasks as assigned.
Qualification Requirements

· The Candidate shall be a bachelor holder or fresh graduate in major of law, sociology, research methodology, database, English literature or other related fields.
· Computer literacy (familiar with the use of Ms-Office, Khmer Unicode, and Internet) 
· Good in English (Ability to understand and communicate in English)
· Patience in reading and searching information, Analysis skill

· Good attitude with credibility 
· Able to work under pressure and time limitation
· Willingness to learn and develop 
Expected Learning Benefits

· Working knowledge of database and research methodology 

· Understand advocacy work of Non-Governmental Organization
· Certification of Intern Service will be provided by the NGO Forum. 
Date Assigned to this Position: ___________    Date of Next Appraisal: _____________

Name: _________________________ Signature__________________ Date__________

             (Staff Member)

Name_________________________    Signature__________________ Date__________


(Executive Director)
