
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:	CSD/ADM
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:  Records & Archives Management
* Example: Project management/Planning/Marketing/HR/Finance&Accounting/eduction/Information technology (data analysis, survey, etc.)/Agricultural production/etc.
· Specific Description: 
· Scanning and electronic distribution of paper records;
· Capture and profile of paper and electronic records in the electronic records management system;
· Filing of paper records in the Archives
· Contributes to description, classification and digitization of archival holdings; 
· Implementation of disposal schedules and transfers; 
· Contribution to xdesk corporate alignment project;
· Contribution to Collabmail project implementation;
· Carry out any other duties as necessary.
2. EXPECTED DURATION OF ASSIGNMENT

6 MONTHS


3. QUALIFICATION/EXPERIENCE
The successful offeror shall meet the following minimum criteria:
EDUCATION
· Academic Degree in Information Management, Records Management, Library Science, Archival Management, History or related studies

EXPERIENCE
· Working experience in Archives and Records Management is desirable

LANGUAGE
· English proficient
· Any other IFAD official language is desirable

FUNCTIONAL COMPETENCIES
· Attention to details
· Multitasking


Core Competencies
· Client orientation
· Attention to details
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