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Information pack

Policy Intern – UK Aid Network (hosted by ActionAid UK)

[image: image1.jpg]We’re ActionAid. We’re people who are dedicated to ending the extreme poverty that kills 28 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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Team Information

The UK Aid Network (UKAN) is a coalition of UK-based development NGOs working together to advocate for more and better aid. Members carry out joint policy, lobbying and advocacy work to make the case for increasing the volume and quality of official development assistance (ODA). This work mostly focuses on the UK's ODA policy and practice. However its remit also extends to the European and international levels through its engagement with the UK government on international issues, its participation in EU Aid Watch working groups (CONCORD) and the International Coordinating Group of civil society organisations working on Aid (Better Aid).

Team Structure

UKAN is managed by a full time Coordinator, who works with and supports a Steering Committee of 10 member agencies to deliver its work program on a range of aid quantity (UK aid budget lobbying) and quality (aid effectiveness reforms, transparency, conditionality etc) issues, including engagement with EU and international networks working on aid. 
The role of the Intern is to support the Coordinator to work with and support members to collaborate on a range of aid issues, mainly by providing research and analysis support, but also involvement with advocacy activities and general support. 
Job Title: Policy Intern 


Grade: 1 (Points 1-3)
 

Reporting To: UKAN Coordinator

Department: UK Aid Network
Role Purpose: to support the UKAN Coordinator to work with and support members to collaborate on a range of aid issues, mainly by providing research and analysis support, but also involvement with advocacy activities and general support

Key Contacts: 
Internal Anna Thomas, Head of ESDAT, ActionAid UK (point of oversight for UKAN)
External Melissa Hall, Aid Policy Advisor, ActionAid UK (line manages UKAN Coordinator)
Date: 10 August 2010
· Key accountabilities 

	ANALYSIS AND WRITING

· Support general analysis of UKAN – monitor policy developments, carry out literature reviews, gather data, support production of briefings 

· Develop an area of expertise on aid – produce analysis to assist member discussion, produce briefings

· Produce material for the website (news stories, analysis pieces etc)


	50%


	NETWORK DEVELOPMENT

· Help organise Steering Group meetings

· Help consult on and develop 2011 UKAN strategy

· Help organise network workshops

· Help to promote discussion and policy exploration on aid issues within UKAN

· Help to stay in contact with and work with other relevant networks


	20%


	SUPPORTING ADVOCACY

· Help organise advocacy meetings

· Provide input into UKAN advocacy discussions

· Attend relevant seminars, conferences and meetings, including defining objectives and points to raise, and reporting back afterwards
	20%


	OFFICE SUPPORT

· Support day to day communications, administration and general running of office.
	10%



Role related knowledge, skills, experience and behaviours

Essential: 
· Undergraduate in development-related subject area
· A basic knowledge of aid issues
· Good communication skills (written and verbal) 
· Strong research skills

· Good organisational skills with the ability to prioritise and an excellent eye for detail
· Ability to work under pressure and troubleshoot in difficult situations
· Ability to work independently as well as in a team
· Computer literate 
Desirable:
· Post-graduate, with some significant study in development-related subject area
· Good / working knowledge of a range of aid issues 
· Experience of producing written materials for external audiences
· Experience of work in an NGO
Terms and conditions of employment at ActionAid

· Contract Status:

Internship – 12 months – 4 days per week
· Place of work:

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


£16,472 – £17,635 pro rata
· Probation period:

Six months
· Notice period:

1 month during probationary, 1 month thereafter

· Working hours:

28 hours flexible working week

Benefits include:

· 27 holidays per calendar year (pro rata)
· Group Personal Pension Plan - employer contributes 10%, employee 3%;
· Flexible working hours and family friendly policies
· Interest free season ticket loan
· 5 day holiday purchase scheme
· Child care vouchers
· Corporate membership of local gym (to be determined after move to Bowling Green Lane)
· Bike2Work Scheme
How to Apply:
Interested in applying? Then please send your CV, covering letter to outline your suitability for the role and equal opportunities form to jobs@ActionAid.org.uk. Please address your covering letter to ‘The Recruitment Team at Action Aid’ quoting reference 1001-78. 

ActionAid warmly welcomes applications from all sections of the community and we aim to promote diversity. 

Registered charity number: 274467

Closing date: Wednesday 1st September    
Interviews: TBC
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