MAG: TERMS OF REFERENCE
Internship
Overall purpose of role
To provide administrative, editorial, research and programmatic support to the Operations and Business Development departments. You will be assigned responsibilities designed to provide exposure to the work of international NGOs and give an insight into how MAG finds innovative, impact-driven solutions to the world’s landmine problem thus benefiting from the learning and work experience. 

Specific Responsibilities

The role involves contributing to MAG’s daily operational and business development activities and will include a wide variety of tasks such as:

· Conducting initial review of proposals and reports, ensuring that they correspond to donor formats and MAG minimum standards 

· Researching background materials for donor proposals and reports

· Researching possible funding sources using the internet and other sources

· Supporting the coordination of competitive bids and tenders

· General filing and administrative responsibilities 

For the Operations Department:

· Monitoring relevant news/mine action websites for country-specific information and distributing to relevant Desk Officers

· Assisting Desk Officers with the management of project files for a range of country programmes

· Assist with the coordination and review of proposals and reports.

For the Business Development Department:

· Conduct research into possible funding opportunities and new countries of operation.

· Supporting the department with various information management tasks e.g. assisting with the research and production/update of donor information.

· Support the department to undertake market research and competitor analysis.
· Preparation of materials for external meetings/conferences.
· Assisting with special departmental initiatives.

· Support the development of the MAG Contract Management Database and input of key data

In addition, for each department, you will be assigned to and complete your own practical work assignment(s), under the supervision of your line manager.

General

All MAG interns and staff are expected to undertake the following general duties:

· Work towards achieving departmental business plan objectives.

· Work within the framework of MAG’s core values, promoting its ethos and mission statement.

· Keep informed of MAG activities. 

· Work as part of a team and liaise with other departments to ensure effective communications across the organisation.

· Ensure familiarity with and adhere to all MAG policies and procedures.

· Contribute to fundraising initiatives where appropriate.
· Undertake any other duties appropriate to the post as may be required.

Requirements
A background in mine action is not necessary, although an understanding of and interest in international humanitarian issues would be desirable.  . Candidates should be committed to humanitarian and capacity building principles and have knowledge of international humanitarian development needs and related issues. Excellent organisational skills with the ability to coordinate activities are essential. Good literacy, numeracy and IT skills (e.g. Word/Excel) are also important.
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