JOB DESCRIPTION

Intern of Environment
Job Title:
 
Intern of Environment
Reports to: 

Environment Program Manager
Job’s Purpose: 
This position will effectively provide program and administrative assistance to the team of environment with one year contract period and based in Phnom Penh.
Main Responsibilities:
The Intern of environment will be responsible for the following tasks under direct supervision of Environment Program Manager:
1. Assist the program in day-to-day technical tasks as required by Project Coordinators and Program Manager  [Environment, Agriculture, Climate Change, Hydropower, and Forestry];
2. Assist the program in organizing workshop, meeting, and events of the program such as logistic arrangement for the workshops and other events within the program which includes printing invitation letters, confirming participants, venue arrangements, equipments booking and arrangements, registration;

3. Assist the program to ensure women participation have been promoted in program implementations
4. Assist the program in day-to-day administrative tasks such as taking minutes of team meeting, filing, running day to day scanning activities, typing documents, photocopy, communicate with administration office & handle phone reception for the programme;
5. Regularly participate in internal NGOF meeting and Environmental Program Team meeting;
6. Do other tasks as assigned.
Qualification Requirements

· A candidate shall be a BA holder or fresh graduate with certification of completion related to any project areas of the Environment Program [Environment, Agriculture, Climate Change, Hydropower, Forestry, or other related fields] 
· Computer literacy [familiar with the use of MS-Office (especially word and excel) and Khmer Unicode]
· Proficiency in English (can speak or understand English)

· Good-looking personality

· Helpful attitude

· Commitments to work upon request from other colleagues

· Willingness to learn and develop

· Commitment to personal performance and self-development.

Expected Learning Benefits

· Working knowledge of projects in the Environmental Program;

· Program/project management, implementation and monitoring;

· Research Methodology;

· Report writing and presentation skills;

· Communication and negotiating skills;

· Planning and organizational skills; and

· Understand Advocacy work of Non-Governmental Organization

· Certification of Volunteer 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)

