
GRANT PROGRAMME INTERN: JOB DESCRIPTION AND SPECIFICATION
	Job Title
	Grant Programme Intern

	Location
	London

	Hours
	Part-time, 3 days a week (Negotiable)

	Duration
	4 -6 months (Negotiable)

	Salary
	Voluntary, travel expenses covered within London

	Reports to
	Grant Programme Manager




Background

The Council for Assisting Refugee Academics (CARA) was established in 1933 to assist academics suffering persecution in Europe. Since then CARA has continued to provide practical support to refugees who worked as lecturers and/or researchers at universities in their home countries to enable them to rebuild their lives and careers in the UK. More information about CARA is available at www.academic-refugees.org
CARA’s core work is the provision of grants to support refugee academics to undertake academic or professional qualifications to improve their employment prospects in the UK. This is an exciting time to join the programme team as CARA has recently been awarded funding from the European Refugee Fund to develop a new employment advice service for refugee academics. The service will provide tailored advice to refugee academics about suitable training and employment routes in conjunction with grant allocation. 

The CARA grant programme intern will support the work of the grant programme team and employment guidance service. This is an exciting opportunity for a dynamic individual to make a real contribution to a small and busy charity and to get involved in a range of tasks.

Job description
The duties of the intern will include: 

i. Supporting with preparations towards the February 2009 Allocation Committee Meeting such as organising mail outs of flyers, gathering necessary information from new grant applicants following their initial enquiry, chasing up references, and preparing documents for the Grant Allocation Committee
ii. Supporting the monitoring and evaluation of programme activities, for example conducting telephone questionnaires with refugee beneficiaries; co-ordinating progress report requests from grantee supervisors; analysing data on outputs to report to CARA’s Council and funders

iii. Providing general office administrative support including organising mail outs of flyers advertising CARA’s services, filing, minuting meetings, diary management and supporting other meetings and events during the internship period

iv. Financial administration including: following up payment requests; administering payments to grantees and ensuring grantees provide receipts

v. Compiling summary profiles and case studies of grantees for referrals to other agencies and for CARA’s promotional activities

vi. Developing an understanding of other relevant refugee organisations and initiatives by attending relevant events and keeping up to date with developments in the field

Person specification

Essential


i. Empathy with refugees

ii. Fluent in spoken and written English

iii. Strong communicator, able to deal professionally and sensitively with a range of individuals including refugees, media, and academics

iv. Experienced in office administration

v. Excellent writing and research skills, including drafting written correspondence, summarising skills and data analysis skills

vi. Excellent attention to detail

vii. Understanding of issues of confidentiality

viii. Team spirit 

ix. Ability to use initiative and displaying enthusiasm

x. Ability to work independently to deadlines and prioritise challenging workloads

Desirable


i. Knowledge of Microsoft Excel and Access

ii. Experience of working with individuals from diverse cultural backgrounds and whose first language is not English
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