DAAD
  
                                                                    Studienstiftung des deutschen Volkes
Carlo Schmid Programme

for Internships in International Organisations and EU Institutions

Placement Offer 2010/2011

Reference No.: IOM5, Genf – Assistant to the Deputy Director General

	Name of host organisation
	International Organization for Migration, Geneva Switzerland (HQ)

	Internship Coordinator


	Sherree Atkinson

	Address


	Ms. Sherree Atkinson

Staffing & Mobility Specialist

Human Resources Management/HRM

Geneva



	E-mail
	

	Homepage
	www.iom.int


Placement Offer

	Dates/duration
	01 September 2010 to 28 February 2011; 6 months 

	Supervisor/title
	The Deputy Director General – International Organization for Migration and

Special Assistant to the Deputy Director General 

The student will work under the direct supervision of the Special Assistants to the DG and DDG and support their efforts to ensure effective organization-wide follow-up with the DG and the DDG’s instructions; provide regular status reports to them; prepare speeches, presentations, and correspondence for the DG and the DDG; liaise as required with Headquarters units and field-based offices, and other assignments as required in the daily functioning of the Organization.

	Detailed description of the internship project(s);

tasks assigned


	Support the ODG in the preparation of documents, arranging and attending meetings, and any other business.

Assist with on-going updating of the IOM website including liaison with the webmaster to upload the Deputy Director General’s monthly travel programme, speeches, presentations, and meeting summaries.  
Undertake research to support the drafting of talking points, speeches, presentations and routine correspondence in English and Spanish.      

Assist with the development of press briefing notes and guidance. 
Support preparations for the Director General and the Deputy Director General’s travel, including the compilation of briefing books and related materials.   
Undertake special projects and requests, including support to communication strategies as required.   

	Training components and 

learning elements


	

	Participation in missions or

training courses
	

	Additional comments


	


Required Qualifications

	Academic qualification

(student, B.A., M.A.)
	

	Subjects
	

	Language Skills
	very good knowledge of English and an above-average knowledge of Spanish language. 


	Computer literacy
	Power Point, Excel and Word 


	Internship-related experiences
	

	Additional skills/requirements


	Good drafting skills in English and Spanish.  

Abiltiy to prepare documents, speeches and prepare presentations on given subjects.

Excellent computer skills sincluding PowerPoint.

Ability to work independently and carry out research related to the given subject matter.
Good organizational skills.
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