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Save The Children International 

ROLE PROFILE



	TITLE: Award Management intern 

	TEAM/PROGRAMME: 
International Programmes / Award Management 
	LOCATION: 
London

	GRADE: TBC
	CONTRACT LENGTH: 6 months

	CHILD SAFEGUARDING: 

Level 1:  the post holder will not have contact with children and/or young people, or access to personal data about children or young people, as part of their work; therefore a police check will not be mandatory for this post unless the content of the post changes, in which case the Child Safeguarding level should be reviewed. 



	ROLE PURPOSE: 
We are looking for an intern to support the team’s work focusing on our global funding portfolio. The work will involve working with other team members on various projects and tasks related to award management and funding portfolio. This work will be varied and focus on specific tasks, including data analysis, project tracking and reporting and developing presentations. The role will require experience with analysis and working with data, an understanding of problem solving and excellent communication skills. 



	SCOPE OF ROLE: 
Reports to: Strategic Portfolio Improvement Lead
Staff reporting to this post: None
Role Dimensions: Over 55 Country Offices, 17 International Programming members


	KEY AREAS OF ACCOUNTABILITY : 
· Perform allocated tasks to a high quality and in line with agreed timeframes. These tasks may   include:
· Performing data analysis to identify patterns and trends. Presentation of findings to key stakeholders to determine actions required;
· Supporting project tracking, monitoring and reporting

· Coordinating and collating information from across the various member, regional and country offices 

· Developing high quality presentations, graphs and diagrams 

· General research, administrative and other ad hoc support as required

· Clear communication and presentation of work performed, both within the award management team and with other stakeholders

· Build relationships with other team members and within the IP department



	SKILLS AND BEHAVIOURS (SCI Values in Practice)
Accountability:

· holds self accountable for making decisions, managing resources efficiently, achieving and role modelling Save the Children values

· holds the team and partners accountable to deliver on their responsibilities - giving them the freedom to deliver in the best way they see fit, providing the necessary development to improve performance and applying appropriate consequences when results are not achieved.

Ambition:

· sets ambitious and challenging goals for themselves and their team, takes responsibility for their own personal development and encourages their team to do the same

· widely shares their personal vision for Save the Children, engages and motivates others

· future oriented, thinks strategically and on a global scale.

Collaboration:

· builds and maintains effective relationships, with their team, colleagues, Members and external partners and supporters

· values diversity, sees it as a source of competitive strength

· Approachable, good listener, easy to talk to.

Creativity:

· develops and encourages new and innovative solutions

· Willing to take disciplined risks.

Integrity:

· honest, encourages openness and transparency; demonstrates highest levels of integrity



	QUALIFICATIONS  
Degree or advanced degree in international development, business administration, finance or other related field

	EXPERIENCE AND SKILLS
· Excellent planning, management and coordination skills, with the ability to organise a workload comprised of varying and changing tasks and responsibilities.
· Excellent interpersonal skills: patient, flexible, able to improvise and communicate clearly and effectively under pressure

· Skills and experience in analysis and problem solving 
· Strong MS Excel skills, including experience with pivot tables

· Good communication skills (written & oral English), including the ability to communicate and present both at a technical and non-technical level
· Proactive and keen to gain experience in new areas
· Commitment to the mission, vision and values of Save the Children.
· Willing to take responsibility for developing own skills and experience, with line manager support and in the context of a written Development Plan.


	Additional job responsibilities

The job duties and responsibilities as set out above are not exhaustive and the post holder may be required to carry out additional duties within reasonableness of their level of skills and experience.
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