	JOB DESCRIPTION

	Position Title:   INTERN

	Contract: 10 MONTHS, MARCH-DECEMBER 2008 
(WITH POSSIBILITY OF EXTENSION INTO FULL-TIME WORK FOR 3-5 YEARS IF PROJET IS SUCCESSFUL).

3 days a week 

	Location: London, UK

	Reports To: Senior Research & Policy Coordinator (Akanksha Marphatia)

	Also Accountable to: International Head of Education in London (David Archer)

	Purpose of Role:

Provide research and administrative support on project Involving Teachers and Parents in improving Learning Outcomes in Uganda, Malawi, Burundi and Senegal
ActionAid is seeking a full time intern from March to December, 2008 to provide research and administrative support. Applicants must will be fluent in French and English and have knowledge of the basic education sector, and in particular the teaching profession. 

This project offers an exciting opportunity to assist in designing innovative research on the state of the teaching profession, training programmes and parental involvement in schools. It provides the space to re-conceptualise the quality of education and the factors that indicate good teaching and learning practices that lead to good learning outcomes. Opportunity to travel.


	Key Responsibility Areas:

	No.
	Key Responsibility Areas
	
	

	Provide research and administrative support on project Involving Teachers and Parents in improving Learning Outcomes in Uganda, Malawi, Burundi and Senegal.



	1
	Provide research support on teaching profession, learning outcomes, parental involvement in primary education
	· Undertake background research in English & French on issues addressed by this project
· Sift through education databases and other search engines to derive clear summaries of key issues
· Summarise and analyse across project updates on monthly basis
· Participate in Advisory Committee to discuss and debate key issues and how to design innovative research 
	

	2
	Opportunity to travel
	· Opportunity to participate during research efforts/data collection in-country
	

	3
	Provide administrative support on project
	· Assist in organising meetings
· Respond to requests from countries

· Organise meetings and provide research support to Project Advisory Committee

· Assist with travel arrangement
	

	4
	Establish a system to maintain regular communications and updates with 4 countries
	· Establish a system of communications: regular email updates; project reports; etc.
	

	5
	Monitor and balance budget regularly
	· Establish a system to monitor expenses and ensure budgets are on track
	

	6
	Assist in organising project wide meetings and lead collation of workshop report
	· Assist in the organisation of project wide meetings end April (Uganda) and November (TBC)
· Organise background documents and ensure timely arrival for the meeting

· Collate workshop report

· Take notes and oversee other note takers to ensure all discussions during workshop are captured in a succinct and useful manner
	

	Skills and Qualifications:

.


	· French-English fluency

· Excellent research skills

· Mastery of  different education related databases and search engines

· Familiarity with education finance, ideally with role and impact of IMF on education (teachers)

· Knowledge of basic education in at least one of four countries: Burundi, Malawi, Senegal or Uganda

· Understanding of teacher profession, training programmes

· Excellent organisation abilities

· Excellent writing and communication skills
· Knowledge of budgets and finance
Additional skills desired (but not essential):
· Knowledge of parental involvement

· Understanding of what constitutes quality education and learning outcomes
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