DAAD
  
                                                                    Studienstiftung des deutschen Volkes
Carlo Schmid Programme

for Internships in International Organisations and Eu Institutions

Placement Offer 2010/2011

Reference No.: ITC1, Genf – Division of Programme Support

	Name of host organisation
	International Trade Centre (ITC) – UNCTAD/WTO



	Internship Coordinator


	Mr Antonio Pinheiro, Human Resources

	Address


	International Trade Centre (ITC)
54-56 rue de Montbrillant, Geneva

Palais des Nations

1211 Geneva 10
Switzerland

	E-mail
	

	Homepage
	www.intracen.org


Placement Offer

	Dates/duration
	01. September 2010– 28. February 2011, 6 months

	Supervisor
	Ms. Eva K. Murray, Director, Division of Programme Support

	Detailed description of the internship project(s);

tasks assigned


	The Division provides administrative, logistical, human resource and technical support to ITC in the planning and implementation of all its regular and extra-budgetary activities, is responsible for the preparation and monitoring of and reporting on the regular budget to Word Trade Organization and the United Nations and for monitoring compliance with the established rules and regulations in the implementation activities of the regular budget and extra-budgetary financed activities.

The intern will undertake the following duties:

1. Research, compile and analyze changes, updates and new issuances of ITC and UN-wide information circulars and UN-wide rules and regulations. Implement a track record mechanism to reconcile ITC’s updating according to modifications of these official documents. Amend and/or adjust or rewrite where necessary ITC’s internal documents to reflect any relevant UN policies so to align ITC’s conduct accordingly, in consultation with subject matter experts as required.

2. Assist in elaboration of support cost determination for cost-recovery of programme support cost. Monitor the implementation of cost-recovery tool and prepare XL-spreadsheets, presentations and background documentation for continuous reporting and evaluation purposes. 

3. Formulate and manage the handling of financial and substantive documentation for operational and strategic planning purposes.

4. Assist in the analysis of cross cutting issues such as corporate wide workflow analysis for improved business practice, simplification, automation and identification and exploitation of opportunities for cost recovery.

5. Conduct online DPS client survey: update online survey, evaluate survey, and prepare analysis report and presentation.

6. Assist the Director, DPS in other tasks as required.



	Training components and 

learning elements


	Develop understanding of general organizational management including human resources and financial management, general services and information technology. 

	Participation in missions or

training courses
	Monthly career development work-shops, professional talks, participation in conferences and meetings with donor and member countries, brown-bag lunches on various ITC working areas. 

	Additional comments
	


Required Qualifications

	Academic qualification

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

Enrolment in university studies is preferred, but not mandatory.



	Subjects
	Business administration, economics, political and/or social science, communications, or related



	Language Skills
	Very good knowledge of English. Good working level of French or Spanish is an advantage.



	Computer literacy
	MS Office, Word, PowerPoint, Excel, HTML knowledge would be an asset, experience in MS FrontPage would be an asset



	Internship-related experiences


	Experience in administration, finance, change management or human resources within an international context would be an asset.



	Additional skills/requirements


	Sound analytical and drafting skills. Strong interpersonal skills, ability to work independent.
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