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Reference No.: ITC3, Genf – Office for Arab States

	Name of host organisation
	International Trade Centre (ITC)



	Internship Coordinator


	Antonio PINHEIRO DE ABREU

	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
	1 September 2010 – February 2011, 6 months



	Supervisor
	Ashish SHAH, Officer in charge, Office for Arab States

	Detailed description of the internship project(s);

tasks assigned


	ITC is the joint cooperation agency of the WTO and the UN for trade related technical assistance. Its primary objective is to assist developing countries and economies in transition to enhance their international competitiveness while taking advantage of market opportunities and increasing their exports. In so doing, ITC pursues its mandate of “Export impact for Good” by addressing the following dimensions:  employment generation, poverty reduction, gender advancement and the environment. 

Through its 5 regional offices, covering Africa, Eastern Europe and Central Asia, Asia and the Pacific, Latin America and the Caribbean and Arab States, ITC’s Bureau for Policy and Programmes (BPP) is responsible for conducting strategic needs assessments and developing trade promotion projects/programmes. In addition, it is responsible for the management of the strategic relationship with the client and for overall coordination of ITC activities in the region. 

One of the five regional offices is the Office for Arab States which covers 21 countries in Middle East and North Africa. The demand for ITC’s technical assistance in the region has increased substantially over the last two years. The services of a qualified intern would be required to help the Office gear up to respond to this growing demand through research, hands-on support in drafting documents and assistance in project management.

The incumbent will work under the direct supervision of the Officer-in-Charge of the Office for Arab States and be responsible for the following tasks:

· Assist in undertaking research with respect to trade promotion and competitiveness in the Arab States region;

· Assist in setting up a system for managing client relationships with partner countries more effectively. This includes a full database of what ITC is doing in the country, key partners and key contacts;

· Assist in developing project proposals for submission to donors in accordance with established procedures for preparing projects;

· Support the implementation of on-going projects e.g. in Tunisia by helping with the preparation of workshops, development of terms of references for consultants and helping with budget management;

· Assist in developing a programme management tool with a view to facilitating projects’ planning and implementation as well as monitoring progress;

· Assist the Chief in preparing briefing notes, presentations and progress reports.

	Training components and 

learning elements


	The incumbent will get a direct exposure to and a better understanding of trade-related technical assistance projects in the Arab States region. In so doing, he/she will gain an enhanced understanding of the main challenges faced by this group of countries, at the enterprise, institutional and policy levels and contribute to ITC’s response to these challenges. Ample opportunities will be available for hands-on work and exposure to current on-going projects as well as for operational and field-specific research.

	Participation in missions or

training courses
	Opportunities for participation in lunchtime information sessions will be available as well as possibilities for group-level training.

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


	The intern will be part of a young, dynamic, multi-cultural team.

The incumbent will enhance his/her understanding of the work of a UN organization as well as it rules and procedures and obtain a thorough understanding of multilateral development assistance.


Required Qualifications

	Academic qualification

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

Enrolment in post-graduate university studies is preferred, but not mandatory. 

	Subjects
	International Relations, Economics with a focus on trade and development or business management.



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

Strong communication skills.


	Computer literacy
	MS Word, MS Excel. Experience conducting analysis with databases and statistical packages an advantage. Programming skills an advantage.



	Internship-related experiences
	

	Additional skills/requirements


	· Understanding of trade and development issues;

· Understanding of results-based management, project monitoring and evaluation;

· Excellent drafting skills;

· Exposure or familiarity with the work of international organisations would be an asset;

· Team spirit and ability to work in a multicultural environment.
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