
TERM OF REFERENCE (ToR)
FOR THE RECRUITMENT OF 2024 TSINGHUA UNIVERSITY

 GENERAL INFORMATION	
Post Title:	Recruitment of 2024 Tsinghua university interns
Host Organization:
Host Department/Division:	ADM-CSD
Duty Station:	In presence / Home-based / etc.
*subject to change according to world-wide COVID-19 situation
Expected Places of Travel:	
Duration:	6 months
Expected Start Date:	During early July 2024

JOB DESCRIPTION	
1.  SCOPE OF ASSIGNMENT
· Type of assignment: 
Travel and Visa- within the Travel, Visa, Privileges and Immunities Section in the Administrative Services Division in IFAD
* Example: Project management/Planning/Marketing/HR/Finance&Accounting/eduction/Information technology (data analysis, survey, etc.)/Agricultural production/etc.
· Specific Description: 
The Travel, Visa, Privileges and Immunities Section in the Administrative Division provides customer-oriented services for all of IFAD’s travel, visa requirements and administers privileges and immunities for eligible staff.  In addition to regular activities, major projects are ongoing the area of travel in particular projects related to the recovery of travel advances and reduction of accruals, the revision of the Travel Guidelines, and the design and development of local travel agency services in certain countries, and the introduction of a number of automations and system enhancements. In this framework, under the supervision of the section Manager, the internship assignment will entail the following duties:
1. Familiarize with IFAD Travel Guidelines, procedures and PeopleSoft Travel System.
1. Support the processing of expense reports (ERs). 
1. Communicate with travellers to clarify IFAD policies and procedures relating travel and in particular to ER processing, including soliciting their timely submission. 
1. Gather data required to recover cash advance balances for appropriate closing of travel records.
1. Support the reconciliation and recovery of travel advances for staff and non-staff with the preparation of ad-hoc reports and collection of data for deductions through payroll or consultants' fees.
1. Update monitoring lists of ticket and hotel reimbursement.
1. Update the report to monitor exceptions to the travel guidelines.
1. Assist in processing visa requests during peak periods.
1. Assist the Section in any other assignment, as it may be required by the Manager.
1. Conduct learning clinics to users and promote the activities of the section. 
2. EXPECTED DURATION OF ASSIGNMENT

6 months


3. QUALIFICATION/EXPERIENCE
The successful offeror shall meet the following minimum criteria:
EDUCATION
· advance university degree in finance, economics, transportation and travel or similar fields.

EXPERIENCE
· experience in logistics, organization of business travel, financial transactions and conference management is appreciated

LANGUAGE
1. excellent written and verbal communication skills in English
1. working knowledge of another IFAD official language (Arabic, French or Spanish) is desirable.

FUNCTIONAL COMPETENCIES
· Ability in processing financial transactions
· ability in policy interpretation
· client service
· analytical skills 

Core Competencies
· Ability to work in a team
· working in a multicultural environment
· Accuracy is essential 
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