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We’re ActionAid. We’re people who are dedicated to ending the extreme poverty that kills 10 children every minute of every day. We’re a charity and much more. We’re a partnership between people in poor countries and people in rich countries – all working together to end poverty for good.

ActionAid is an international development charity. Formed in 1972 we have been growing and expanding to where we are today - working with over 13 million of the world's poorest and most disadvantaged people in 42 countries worldwide.
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ActionAid UK is looking to recruit an intern to support our UK Directorate for a 3 month period. If you are interested in being part of this exciting international charity and feel you have the passion and commitment to help us achieve our vision then we want to hear from you. 
This role offers a great opportunity to gain a better understanding of how international NGOs work. You will also gain useful administrative, intranet and organisational skills. 
UK Directorate Intern (PAID)
Opportunity:

UK Directorate Intern

 
Commitment:

5 days a week for 3 months (35 hours per week)
Reports To:

Senior Executive Support officer
Team:


Executive Support Unit
Location:

33-39 Bowling Green Lane, LONDON EC1R 0BJ
Salary:


£16,472 (per annum, pro-rata)
Key Purpose

To provide administrative support for the UK Directorate including the Executive Director, Director of Performance and Accountability and Director of Central Resources as well as the Board of Trustees.
Key Tasks

1. Provide administrative support for the UK Directorate team including direct support to the Directors as well as minute taking, organising travel and filing.
2. Developing teams intranet pages.
3. Assisting with the organisation of UK Directorate events, including: senior management team meetings, board meetings, trustee seminars and international meetings.
4. Assisting with the organisation of ActionAid’s key internal events including staff briefing and learning circles.
5. Assisting in the development of the administrator network.
6. Adhoc project work for Performance and Accountability and Central Resources teams.
Key Skills

1. previous experience of providing administrative support and working in an office environment

2. good written and oral communication skills

3. an ability to work independently

4. a strong team player with a proactive approach

5. a commitment to ActionAid’s mission and values

6. good attention to detail

7. proficient use of MS Office (including Outlook, Word and Excel)

8. interest and knowledge of international development issues

What we can offer

1. The opportunity to gain valuable experience within a large international development charity.
How to Apply:
Interested in applying? Then please send your CV, covering letter to outline your suitability for the role to jobs@actionaid.org with the heading ‘Application for UK Directorate intern’ in the subject line. Your covering letter should state clearly your suitability for this role as well as your start date. 

ActionAid warmly welcomes applications from all sections of the community and we aim to promote diversity. Registered charity number: 274467

Closing date: Monday 28.03.2011
Interviews: Friday 01.04.2011
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