JOB DESCRIPTION

Programme Intern
Job Title:
 
Intern to Development Issue Program
Reports to: 

Development Issue Program Manager
Job’s Purpose:  

This position is to support Development Issue program work of the NGO Forum on Cambodia. The programme intern is a temporary staff under a one-year-only contract period, and based in Phnom Penh.
DUTIES AND RESPONSIBILITIES

The program Intern will be responsible for the following 2 main tasks under direct supervision of the project coordinators and overall supervision of the program manager: 
1. Administrative and Financial Work: 
·   Updated record of all contact information, a proper filing of documents/publications, and sufficient needed supplies for the whole program. 

·   Closely communicate with the Administration 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: 

·   Getting the invitations printed and confirmed on time.

·   Getting logistic arrangements done on time (venues, equipments and other services    booking, photocopying of documents/handouts, documenting the whole event on photos, videos and reports, etc.).

·   Processing and managing advanced budgets for the whole event according to the budget
     plan.

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

2. Program Work:

·   Ensure smooth publications of the program’s research/reports: 

·   Assist project coordinator in review reports and briefs in both Khmer and English versions to ensure overall accuracy (spelling, grammar, intended meanings of terms or acronyms used, etc.), and consistency (format, layout, text order, etc).

·   Assist project coordinators in communicating with the publication officer to proceed with

     the publications. 
·   Assist the project coordinators and program manager in collecting and managing information related to the project/program works. 
·   Partake in ensuring gender mainstreaming.
Other Duties
1. Produce monthly reports and plans and submit to the programme manager.
2. Regularly participate in internal NGOF meetings.
3. Undertake other tasks as assigned by project coordinators and program manager. 

Date Assigned to this Position: _________________    Date of Next Appraisal: _______________
Name: _________________________ Signature__________________ Date__________________

(Staff Member)

Name_________________________    Signature__________________ Date_______________

(Executive Director)

Essential requirements of the position 

· A bachelor holder or fresh graduated with a certificate of completion relate to any project area of Development, Economics, Law or other related fields.
· Computer literacy (familiar with the use of MS-Office and Khmer Unicode)
· Ability to speak and Understand English 
· Positive attitude and pleasant personality
· Commitments to work upon request from other colleagues

· Willingness to learn and develop herself/himself

· Commitment to personal performance and self-development

· Able to work under pressure and time limitation
