JOB DESCRIPTION

Admin Intern
Job Title:
 
Intern to Administration Office
Reports to: 

Admin Officer
Job’s Purpose:  

This position is to support admin section of the NGO Forum on Cambodia. The admin intern is a temporary intern under a one year contract period based in Phnom Penh.
DUTIES AND RESPONSIBILITIES

The admin intern will be responsible for the following tasks under direct supervision of admin assistant and overall supervision of the admin officer:
· Politely and efficiently answer telephone calls, and transfer calls to the relevant staff.   

· Assist staff in making outgoing calls where necessary. 

· Politely receive visitors to the NGO Forum offices, and where appropriate introduce them to relevant staff or make appointments.
· Manage the staff movement whiteboard to display the current location of staff outside the office.

· Keep a permanent record in a staff movement diary.

· Record mail-in and mail-out and deliver to relevant staff
· Updated record of all contact information, a proper filing of documents/publications, and sufficient needed supplies for the NGO Forum as a whole. Record and control stationary supplies and report to the Administrative Officer any supplies to be procured.

· Mailing letters to the NGO Forum’s member organizations, sectoral NGOs, National Assembly, Senate, Universities, Embassies, Development Partner, etc…

· Confirming participants to participate in the NGO Forum’s Quarterly Members Meeting, Annual General Meeting and other network meetings.

· Copy documents as requested by the NGO Forum staff

· Daily copy Cambodia daily newspapers and deliver to programmes staff

· Keeping newspapers by monthly (Cambodia Daily, Phnom Penh Post, Koh Santepheap, and Reasmey Kampuchea). 

· Assist in logistic arrangement for the NGO Forum’s meetings, workshops and conferences. Support project staff by arranging refreshments for meetings and appointments.

· Closely communicate with the programme and finance team to ensure smooth arrangements of the program’s events such as workshops, meetings, trainings etc. Main tasks include, but are not limited to the following: 
·   Invitations printed and confirmed on time.

·     Clearing necessary paper work required for administrative purposes after the events. 

· Partake in ensuring gender mainstreaming.

· Other tasks that related to administrative work
Other Duties
1. Produce monthly report and plan and submit to admin officer
2. Regularly participate in internal NGO Forum meetings
3. Undertake other tasks as assigned by admin assistant and admin officer. 

Date Assigned to this Position: ___________    Date of Next Appraisal: _____________

Name: _________________________ Signature__________________ Date__________


(Staff Member)

Name_________________________    Signature__________________ Date__________


(Executive Director)
