	ROLE PROFILE
	

	Role Title:
	Research Assistant (Paid Internship)

	Division/

Department:
	Bretton Woods Project

	Reporting To:
	Programme Manager

	Role Purpose:
	Provide research and administrative support

	Key Contacts: (Internal and External)
	BWP staff, UK NGO staff, UK academics; UK civil servants, journalists

	Start Date:
	May 2011, 6-12 months

	Band:
	London Living Wage – £14,287 per year pro rata


	Key accountabilities
	Key elements
	% time

	· Research and writing
	· Research policy issues related to the IMF, the financial crisis, and developing countries
· Write articles, briefings and background notes including for publication, website or other purposes
· Help produce and edit bi-monthly our flagship publication, the Bretton Woods Update, which goes out to over 10,000 officials, NGOs, and academics
	35%

	· Supporting networking and advocacy
	· Help organise advocacy meetings, strategy and networking meeting and other events

· Keep UK, European and international network members informed of events, intelligence, meetings, and other information related to IFIs and international finance, including through maintenance of web sites
	35%

	· Supporting efficient functioning of BWP
	· Provide support to colleagues within the team
· Assist with the smooth running of the office
· Attend relevant seminars, conferences and meetings and report back afterwards
· Participate in strategic planning

· Support the recruitment and management of volunteers
	30%


	Role related knowledge, skills and experience at entry (Expertise in Role - Entry Level)

	Essential

· Degree level qualification (or equivalent experience) in economics, finance, business, international development, politics or related subject
· Knowledge of policy issues related to the international finance or development finance

· At least 6 full-time-equivalent months experience of policy, advocacy or campaigning, either paid or voluntary 

· Excellent information technology skills

· Proven research skills and ability to work with spreadsheets and conduct data analysis

· Excellent written and verbal communication skills

· Flexibility and willingness to take on a wide variety of tasks

· Commitment to social justice, human rights and environmental sustainability
Desirable

· Advanced degree (or equivalent experience) with a focus on international development or political economy
· Work/voluntary experience related to development finance, international finance, or financial sector
· Work/voluntary experience in a developing, emerging or transition country


