International Medical Corps UK - Programmes Intern

London (£14,400 pa)
 


To apply for this position

Email a CV (max. 2 pages) and a cover letter (max. 1 page) to recruitment@internationalmedicalcorps.org.uk by Friday 17th September.  In your cover letter make sure you include your motivation for applying and also what date you could start.  Please title your email as follows: Programmes Intern Application_First Name_Surname

Due the high volume of applications we receive we will unfortunately not be able to send individual responses to all applicants.  If you have not heard back from us by Friday 1st October you should assume that you have not been successful on this occasion.  
Background 
International Medical Corps UK (IMC) is a humanitarian and development organisation providing health care, community development and training to save and rebuild lives in communities afflicted by conflict, poverty and natural disasters. IMC UK is an independent, registered charity and an affiliate of IMC Worldwide. 

Scope of Work 

The programmes intern will work within the programmes team and will assist with general programme administration and day to day work of the programmes team, as well as the Director of Operations on occasion. The programmes intern will join a small head office team based in London that is responsible for coordinating and monitoring the development, funding and implementation of IMC UK international projects, comprised of a Senior Programmes Manager and two Programme Officers. This is a full-time (5 days per week) paid position, with working hours from 9am to 5 pm.  This is a good opportunity to gain in-depth experience in a supported way of the internal workings of an International Humanitarian Agency. The intern will gain specific experience in:
· Grants management

· Working with a variety of donors

· The development of proposals and reports with HQ and field programmes

This post could lead to a field based post, depending on the candidate’s interest and experience. 

Responsibilities

Overall Aim: To support all activities undertaken by the Programmes Team to develop and expand the capacity, effectiveness and quality of IMC UK programmes.
Administrative and Programme Support

· Assist with editing and coordinating narrative and financial report review and submission, including checking progress against indicators in proposals and providing follow-up feedback to field teams and the Programme Officers;
· Assist with editing, writing, coordinating and submission of proposals, including becoming familiar with proposal requirements to make sure they are compliant; 
· Ensure that all IMC UK internal control mechanisms are followed including updating internal databases and records;

· Maintain up to date electronic and hard copy files with key grant documents;
Donors

· Research on institutional donors / new programme development opportunities;

· Research on Countries / Regions and context of crisis in those countries/regions, also donors’ Country/Regional Strategies;

· Maintain current knowledge and understanding of European and UK humanitarian policy agendas, debates and funding opportunities and disseminate to all appropriate parties

Monitoring and Evaluation

· Research on tools and instruments for effective monitoring and evaluation; 

· Assist in monitoring and evaluating IMC UK field projects, where required;
Other

· Draft presentations and solicitations on behalf of IMC UK to interested parties, where required;
· Represent IMC UK at internal and external meetings/ events as and when required; 

· Contribute to maintenance of good working relations with IMC country and US / Split offices, as well as a positive team atmosphere and effective running of IMC UK’s London office.
Requirements 
Essential

· Degree in Development/International Studies (or similar) 
· Right to live and work in the UK 
· Good communication skills 
· Good administrative and computer skills (Word, Excel, Outlook)

· Good experience of research, using the Internet resources, and drafting of correspondence is desirable

· A strong interest in NGOs and the humanitarian aid field
· A strong desire to learn
Beneficial

· Experience of  living or working in a developing country 
· Knowledge of European donors

· Knowledge of foreign languages 

Skills
· Ability to read, analyze and interpret, technical and non-technical documents and manuals

· Ability to write and edit reports

· Ability to effectively present information and respond appropriately to questions from IMC UK management
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