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

 GENERAL INFORMATION	
Post Title:	Recruitment of 2024 Tsinghua university interns
Host Organization: 	IFAD 
Host Department/Division:	International Land Coalition 
Duty Station:	Rome
*subject to change according to world-wide COVID-19 situation
Expected Places of Travel:	
Duration:	6 months
Expected Start Date:	early July 2024

JOB DESCRIPTION	
1.  SCOPE OF ASSIGNMENT
· Type of assignment:  
Intern, Learning Team Support and Internal Coordination
· Specific Description: 

The Intern will support the Learning team at the International Land Coalition on a variety of activities that will support the global Learning team and its coordination with the regional focal points of the Learning team in Latin America, Africa, and Asia. 

The intern’s experience will be structured with a hands-on training method thus ensuring that he/she gets his/her hands directly on what he/she is learning.

The intern will provide support on several activities including, but not limited to:

General administration and coordination support:
1. Meeting Logistics:
· Schedule and organize team meetings.
· Draft meeting minutes and distribute them.
2. Communication and Coordination Support:
· Foster a collaborative team environment by taking brief and concise minutes of the teams meetings and sharing them timely.
· Maintain a good communication flow in the meetings’ channel to align the global team’s with the regional focal points of the learning team.
· Maintain a good information flow between the learning team and other teams at ILC.
· Manage team members' calendars and schedule appointments.

3. Webpage Maintenance:
· Support update and maintenance of the ILC website, MemberNet, and LearningHub in coordination with the Communications Team.
4. Resource Procurement and logistics:
· Assist in procuring resources and liaise with vendors, including interpreters and supporting logistics for travel and events.
Future Leaders Fellowship Programme
1. Documents management and preparation
· Support in the organization and storage of the Programmes’ document, making sure that the most updated version of document and working documents are easily findable in the 3 languages of the fellowship (EN, ES, and FR). 
· Support in the preparation of documents to be shared with the participants of the fellowship (the fellows)
2. Regional Exchanges Support
· Support in the organization of the logistics for regional exchange workshop for the fellows
Learning Exchange in Asia
1. Methodology development:
· Assist in developing learning exchange methodology and content preparation, including drafting background material and synthesis  
2. Logistics: 
· Support organisation of logistics for the exchange
3. Communication and documentation: 
· Support documentation of initiative and development of communication material to increase its visibility 

2. EXPECTED DURATION OF ASSIGNMENT
6 months

3. QUALIFICATION/EXPERIENCE
The successful offeror shall meet the following minimum criteria:
EDUCATION
· Currently enrolled or recently graduated in a Bachelor’s or Master’s program in International Relations, Economics, Politics, Education, Human Rights, Environment, Biology, or a related field.
EXPERIENCE
· Exposure in clerical tasks, including meeting minute-taking, organizing meetings, and facilitating smooth information flows among teams.
· Competency in Microsoft Office Suite (Word, Excel, PowerPoint, Teams), Slack, Zoom.
· Familiarity with web content management systems and/or other relevant software tools.
· Familiarity with project management processes

LANGUAGE
· Proficient in written and spoken English.
· Strong communication skills with the ability to articulate ideas clearly and concisely.
· Multilingual capabilities are advantageous but not mandatory, in particular French, Spanish andArabic).

FUNCTIONAL COMPETENCIES
· Communication skills 
· Well organized, self-paced, person 
· Team player 
· IT/web minimal competencies 
· Organizational skills (good use of excel is an asset) 

Core Competencies
· Support in clerical tasks and documents preparation
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