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SPW Australia Internship Position Description: IYDP Intern 

	Post Title
	International Youth-Led Development Programme Intern

	Location
	Hawthorn, Melbourne – SPW Australia Head Office

	Conditions
	2 days per week, flexible working hours (6 month position) 

	Line Manager 
	SPW Australia Senior Coordinator 

	Expenses
	$20 per day

	Context
	Students Partnership Worldwide (SPW) is an international development agency placing young people at the forefront of change and development through the implementation of health education and youth empowerment programs in Africa and Asia and advocacy and education campaigns in the global north.  
As the leading youth-led development agency, SPW is in the process of dramatically increasing its operations and impact. Currently SPW has Country Program offices in India, Nepal, Sierra Leone, South Africa, Tanzania, Uganda, Zambia and Zimbabwe, and International Program offices in Australia and the UK. Within the next three years SPW anticipates growth in these existing Programs as well as expansion to new countries.  

SPW’s innovative youth-led development model has been repeatedly cited as a model of best practice by the World Bank, UNICEF, UNAIDS and others, and SPW was the recipient of the 2007 STARS Impact Award for Education. 

The SPW Australia office has been running since 2001 and operates as part of the International Programmes Unit.
As an integral arm of the international agency, the International Youth-Led Development Programme (IYDP) works to provide meaningful opportunities for young people in the developed world to play a lead role in international development. As part of this, SPW provides a range of opportunities for young people to participate in international development through volunteering on SPW programmes overseas including: technical assistance roles, private sector employee sabbaticals, internships and as volunteer peer-educators. 

The IYDP Intern will play a key role assisting the day-to-day operations of the IYDP programme, in addition to supporting the expansion of this exciting area of SPW’s International Programmes.

This internship would suit an enthusiastic and motivated individual, who could speak about SPW with passion and conviction. The role is a perfect stepping stone for anyone hoping to gain entry and experience in the development sector, providing direct insight into the operation of a leading international development organisation.

	

	Skills, Experience and Personal Qualities  


	· Relevant work or voluntary experience 

· Self motivated, adaptable and able to work on multiple objectives and tasks

· Fluent written and spoken English

· Excellent administrative skills

· Excellent interpersonal, written and verbal communication skills

· Good IT skills with competence in MS Word, Excel, Outlook, Powerpoint
· Attention to detail 

· Interest in pursuing a career in international development, community development, social or youth work, or public health

· Experience of working or volunteering in a developing country would be advantageous 

	

	Key Deliverables
	The IYDP Intern will work with the IYDP Unit to: 
· Support in the coordination and expansion of the IYDP which focuses on International Volunteers, Technical Assistants and Internships

· Assist with the marketing of SPW Australia to potential volunteers and other relevant audiences
· Support with the recruitment and selection of international volunteers, interns and technical assistants

· Support SPW Australia Volunteer management 
· Other duties as required and relevant to the role

	

	Time: 30%
	Support in the coordination and expansion of the IYDP which focuses on International Volunteers, Technical Assistants and Internships

	Duties
	· Assist the programme team in the development of IYDP, including research into new areas, and development of policies and procedures
· Assist in implementing IYDP strategy for the current programmatic year

· Coordinate Country Programme Information: researching, editing and collating programme booklets and other programme information as necessary 

· Prepare regular statistical updates and reports

· Update relevant databases on a regular basis

· Collate Monitoring and Evaluation data throughout the programme cycle
· Assist in implementing the Returned Volunteer Strategy for SPW Australia

	

	Time: 30%
	Assist with the marketing of SPW Australia to potential volunteers and other relevant audiences

	Duties
	· Support the Senior Programme Coordinator in the implementation of the Marketing and Recruitment Strategy

· Support the IYDP Unit in preparing materials to market IYDP opportunities

· Ensure that IYDP positions are advertised and marketed on the internet and other channels, ensuring information is accurate

· Research online and press opportunities to market SPW opportunities
· Support the development of internal and external IYDP literature and other marketing materials 
· Organising careers fairs, university fairs and school talks and subsequently attending them on behalf of SPW
· Assist coordination of Information Sessions for potential volunteers including facilitating sessions as presenting the work of SPW

	Time: 20%
	Support with the recruitment and selection of international volunteers, interns and technical assistants

	Duties
	· Respond to all email and telephone enquiries from potential volunteers            
· Maintain database for volunteer enquiries and selected volunteers

· Email/post information to potential volunteers 

· Advertise volunteer vacancies in press, web and media

· Update and maintain SPW website as necessary, ensuring it always displays      accurate information

	

	Time: 10%
	Support SPW Australia Volunteer Management 

	Duties
	· Collate and update programme information for Pre-departure packs

· Send out pre-departure packs 
· Assist with logistical arrangements – flights, visas, insurance etc. 

· Assist with pre-departure training  - coordinate timetable and preparation

	Time: 10%
	Other duties as required and relevant to the role 

	Duties
	· Administrative duties, such as filing 

· Improve or establish office systems

· Support day-to-day programme operations

· Specific projects as appropriate
· Other duties may be required 
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