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Carlo Schmid Programme

for Internships in International Organisations and EU Institutions

Placement Offer 2010/2011

Reference No.: WB-IFC14, Paris – International Recruitment Assistant

	Name of host organisation
	International Finance Corporation, World Bank Group


	Internship Coordinator


	Annemarie Klein – International Recruitment Officer 

	Address


	IFC – 66, Avenue d’Iena – 75116 Paris


	E-mail
	

	Homepage
	www.ifc.org


Placement Offer

	Dates/duration
	September 1, 2010 to February 28, 2011, 6 months

	Supervisor
	Annemarie Klein

	Detailed description of the internship project(s);

tasks assigned


	International Recruitment Assistant: 

IFC, a member of the World Bank Group, is the largest multilateral provider of financing for private enterprise in emerging markets. IFC provides loans, equity, structured finance and risk management tools as well as advisory services to build the private sector in developing countries.

IFC is a high performing, global organization. Close to 3.500 staff members work in some 100 offices around the world towards the same goal: creating opportunity in emerging countries, there where needs are most pressing.  Our core values are excellence, commitment, integrity and teamwork. 

The Recruitment Team within the Human Resources and Administration Department (CHR) plays an important role in helping IFC meet its recruitment and diversity targets. Working alongside the Program Manager for the IFC Global Transaction Team Program (GTT), through which the Corporation recruits globally for positions in Washington and in the field, the intern will provide administrative oversight and coordination of the GTT and Internship programs, as well as for other recruitment activities as requested. 

Global Transaction Team (GTT) :
· Serve as liaison to top business schools and coordinate recruitment events; ensure that IFC is well represented at the various recruitment activities (i.e. job fairs, conferences, etc.), which may include travel and attendance at some events; 

· Assist in the recruitment process: planning recruitment calendar; sourcing promotional materials; handling logistics for job fairs and on-campus visits; sorting and processing incoming applications for review; arranging interviews (individual and panel); gathering interview reports; processing security clearances; ensuring completion of reference checks;  and preparing appointment packages.

· Support on-boarding and rotations: advising GTT participants on HR issues, such as benefits, travel, relocation, visa, benefits, spouse/family issues; liaising with field offices  on  processing internal transfers, including preparing memos and monitoring payments for Short Term and Developmental Assignments; tracking rotation movements, and handling logistics for GTT corporate activities.

· Maintain payment records and monitor budget. 

Summer Internship :
· Assure communication of IFC’s internship program circulates to MBA students on selected campuses; sort and process incoming applications for short-listing; update databases; maintain close communication with HR Account Managers and client departments regarding staffing needs.


	Training components and 

learning elements


	The intern will be given the opportunity to experience the functioning of a global organisation, to manage relationships with international campuses, and to be working in an international, multi-cultural environment.

	Participation in missions or

training courses
	To be determined – intern should be willing to travel internationally if required 

	Additional comments


	The position is planned to be in Paris, but could eventually be based in Washington. 
If successful, and depending on staffing needs in FY ‘11, the internship can lead to employment.




Required Qualifications

	Academic qualification

(student, B.A., M.A.)
	Minimum: Bachelor’s degree

	Subjects
	Human Resources, Economics, or any related field


	Language Skills
	Candidates have to be perfectly fluent in English; additional language skills , in particular French, are considered a plus.

	Computer literacy
	Required in all Microsoft applications 



	Internship-related experiences


	Candidates with prior internships in Human Resources will be given preference


	Additional skills/requirements


	


DAAD, Section 514
1



