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VOLUNTEER INTERNSHIP OPPORTUNITY DESCRIPTION
Title:  Policy and Administrative Assistant, Executive Director’s Office

Location: Oxfam Canada National Office, Ottawa 
Application Deadline: August 20, 2010
Purpose

To support the Executive Director’s office in Oxfam Canada governance and corporate administration by providing administrative, research, and policy assistance to a range of projects.
Responsibilities
· Support Oxfam Canada activities in preparation for special events and meetings;

· Assist in providing direct support to the Executive Director and members of the Management Team; 

· Assist with information requests from the public and international development sector about Oxfam initiatives, corporate policies, programming and practices;

· Assist with information management including development of electronic content management information systems and databases and maintenance of corporate records;

· Prepare documentation related to Board and management meetings and projects;

· Conduct research related to organizational and external policy issues. 
Time commitment:

Minimum of 21 hrs/week (flexible scheduling) (Sept- Dec 2010), during office hours (9-5pm, Mon-Fri)
Requirements
· Fluency in English and excellent written communication skills;
· Strong communication and organizational skills and excellent attention to detail;

· Strong research, cataloguing/organizational skills;

· Able to work independently, as well as effectively in a team setting;

· Excellent time management skills;

· Demonstrated interest in international development, social justice and eradication of poverty

Benefits
· Broaden and deepen your skills and understanding of Oxfam governance, policy, and program work;
· Gain experience working in a office environment and interacting with a diverse group of Oxfam Canada staff, including international program, organizational services and communications teams;
· Learn about international development, human rights and social justice within the context of addressing the political, social and economic realities of countries where Oxfam works;

· Gain experience and reference from your work at Oxfam Canada;
Note: The relationship of Oxfam Canada to this intern is one of an independent un-paid internship. Oxfam has agreed to this internship in order to facilitate the career goal development and expertise in the area of international development for the applicant. 

Confidentiality

The intern will be required to sign a confidentiality agreement related to the work to be undertaken in this assignment. 

Reports to
Sarah Lyons, Executive Assistant 
To apply: 

Please email your cover letter and resume to internships@oxfam.ca. Documents must be in Word (.doc) format.

Please be sure to provide the following details:
· why you are interested in a placement with Oxfam Canada and specific areas of our work that you would be interested to do an internship in; 

· highlights of your skills, experience and educational background; 

· the educational institution you are a student with, if any, and their requirements for the placement (i.e. number of hours or schedule to be worked, type of work specified, internship deliverables, reporting requirements, etc.); 
· If you are available to be considered for other placements and if you are interested in other locations (Vancouver/Saskatoon/Ottawa/Halifax/St. John’s)
· when you would like to start a placement and your availability (hours, schedule, time period) as well as your deadline to confirm a placement; 

· your personal goals for doing an internship with Oxfam - what do you hope to learn and achieve? 
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