‘Assignment Title: Internship with UNICEF Cambodia

|
[Location : |[UNICEF Phnom Penh, CAMBODIA |
\Section: \ \Operations/Administration \
\Type of Contract : HNationaI Internship \
[Post Level: |[Intern (National) |
\Languages Required: HKhmer, English \

Starting Date:
(date when the selected candidate ||7 September — 6 January 2027
is expected to start)

Expected Duration of
Assignment:

| |
Background

4 months

The fundamental mission of UNICEF is to promote the rights of every child, everywhere, in
everything the organization does — in programs, in advocacy and in operations. The equity
strategy, emphasizing the most disadvantaged and excluded children and families,
translates this commitment to children’s rights into action. For UNICEF, equity means that
all children have an opportunity to survive, develop and reach their full potential, without
discrimination, bias or favouritism. To the degree that any child has an unequal chance in
life — in its social, political, economic, civic and cultural dimensions — her or his rights are
violated. There is growing evidence that investing in the health, education and protection of|
a society’s most disadvantaged citizens — addressing inequity — not only will give all
children the opportunity to fulfil their potential but also will lead to sustained growth and
stability of countries. This is why the focus on equity is so vital. It accelerates progress
towards realizing the human rights of all children, which is the universal mandate of UNICEF,
as outlined by the Convention on the Rights of the Child, while also supporting the equitable
development of nations.

Description of Duties

The intern will work under the supervision and guidance of the supervisor, the
Administrative Assistant is responsible for executing a broad variety of routine tasks and
some specialized for the respective section, requiring thorough knowledge of UNICEF
administrative procedures, processes and policies:

Travel

e Provides travel assistance to staff members in section for travel arrangements and
entitlements based on the organization’s rules and policies. Liaises with relevant
travel focal points to ensure that the organization obtains the best service and price
for all travel.

o Drafts note verbal and/or letters related to all travel documents such as visa
requests and renewal, diplomatic ID cards and eUNLP application and submitted to
relevant partners (Ministry of Foreign Affairs, Embassies, etc) and UNICEF Travel
Unit in Headquarter.




Liaises with concerned section and/or External Communication Section to provide
protocol support for VIP and delegations’ visit such as VIP lounge, visa,
accommodation and transportation support.

Briefs/de-briefs staff members on issues relating to related administrative matters
such as visas, security clearance, and documentation procedures.

Extracts, inputs, maintains, and verifies correctness of travel records in the
organization’s travel system to ensure accurate transactions related to travel costs
and staff travel.

Assists in the preparation of budgets on travel costs and maintain travel plan and
budgetary control records.

Monitors travel certification and report back to the team.

Events/Logistics

Supports capacity development activities and conferences by making the logistical
arrangements, through engaging with facilitators, caterers and hosts.

Arranges times through liaising with participants over availability.

Liaises with budget focal points and section over costs and needs.

Prepares background materials for participants and uploads cleared materials on
the intranet.

Prepares and maintains agendas on meetings and events related to the work group
commitments.

Carry out other assignments as requested by the supervisor.

Experience and education requirements

Completion of secondary education is required, preferably supplemented by
technical or university courses related to the field of work.

Strong knowledge of Microsoft Office is the basic requirement.

Have no immediate relatives (e.g. father, mother, brother, sister) working in any
UNICEF office; and have no other relatives in the line of authority that the intern will
report to;

Proficiency in English and Khmer (written and spoken):

Good communication and analytical skills;

Well organized and structured approach with attention to details and deadlines;
Strong commitment and passion for UNICEF’s mission and value.

The intern should be:

Sensitive to child rights and child safeguarding principles; and
Sensitive to a multi-culture environment.

Availability:

Desired period from 4 months, Mon - Fri (full time- 5 days per week).
Flexible working arrangements

Learning and Professional Development Opportunities:

Gain practical experience in Administration within a UN organization
Receive coaching and feedback from experienced administrative professionals
Develop professional and interpersonal skills

Conditions of the Internship:




National interns who are not in receipt of financial support from any sources will be
provided by UNICEF with a USD 300 stipend per month during the internship and
one-time reimbursement of other costs (insurance) up to USD 100.

UNICEF will cover the cost for field trips if such are needed during the assignment
and provide a laptop and access to telephone (landline), printer, and other necessary
equipment required for the assignment.




