	TITLE: Programme Development Quality and Impact (PDQI) Intern   

	TEAM/PROGRAMME: PDQI
	LOCATION: Nairobi with travel to the field as required

	GRADE: Internship
	CONTRACT LENGTH: 6 months

	CHILD SAFEGUARDING: 
Level 3:  the post holder will have contact with children and/or young people either frequently (e.g. once a week or more) or intensively (e.g. four days in one month or more or overnight) because they work country programs; or are visiting country programs; or because they are responsible for implementing the police checking/vetting process staff.

	ROLE PURPOSE:
The PDQI intern will be part of Save the Children Kenya and Madagascar Country Office. He/ She will provide coordination support to the Programme Development Quality and Impact (PDQI) team under the guidance of the Director of Programme Development and Quality.  The PDQ intern will support the day-to-day work of the PDQI team including; work planning, information management, coordination of processes and research. He/she will work closely with the ACCM team and contribute to the department's priorities under the guidance of the Head of  A&C and the Comms & Media  Manager. The intern’s tasks will vary depending on the needs and ongoing work of the PDQI team.

	SCOPE OF ROLE:
Reports to: Director of Programme Development Quality  and Impact
Staff Reporting to this Post: N/A
Key working relationships: PDQI staff members 

	KEY AREAS OF ACCOUNTABILITY
The intern’s tasks will vary depending on the needs and ongoing work of the PDQI team, and may include:
Programme Management and Administrative Support 
· Prepare programme documents, such as work plans , reports as needed 
· Provide administrative support to the programme team in the organization of events, meetings and workshops, etc.
· Maintain the PDQI team’s calendar including team meetings, travel schedules and leave plans  
· Maintain and organize up-to-date hard and electronic files for easy access and retrieval. 
· Assist the DPDQI in tracking action points from the PDQI’s  annual priorities and  work plans  
· Support effective  internal communication including through maintaining PDQI’s SharePoint site/page and maintaining and updating team’s databases and mailing lists  
· Collaborate with the DPDQ and PDQI team members to building new and/or maintaining existing templates, tools and tracking systems for ensuring smooth operations across teams  
· Conduct research and analysis (as needed) with a view to assisting with the development of programming and advocacy strategies aligned to the Country Strategic Plan. 
· Participating and facilitating all relevant PDQI meetings to learn and grow professional skills
· Contribute to the organization's ACCM efforts and gain practical experience in the field of advocacy, campaigns, communications, and media. 
· Other duties as assigned.  
Knowledge management and learning
· Work with IT, Technical Specialists and MEAL team to upload and update reports and other documents to SharePoint, TEAMS, the Global Resource centre; and
· Work with the Head of MEAL to facilitate collaboration with other departments by supporting to organize knowledge-sharing events/platforms such as learning webinars, program learning meetings, communities of practice as well as documenting outcomes from such platforms.


	BEHAVIOURS (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 orientated, 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  
QUALIFICATIONS AND EXPERIENCE
· Bachelor's Science in Development Studies, Project/Community Development, Bachelor of Arts in international development or related field.
· An interest in advocacy and social justice issues
· Strong written and verbal communication skills
· Detail-oriented and highly organized
· Ability to work independently and collaboratively
· Proficient in Microsoft Office Suite
· Proficiency in Adobe Suite package (added advantage)

Specific Requirements
· Proven capacity to collaborate effectively with a range of internal and external stakeholders. 
· Knowledge and interest in humanitarian and development work
· Strong written and verbal communications skills required
· Good knowledge of common MS computer applications
· Ability to work under pressure and multi-task
· Strong organizational skills, attention to detail

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

	Equal Opportunities 
The role holder is required to carry out the duties in accordance with the SCI Equal Opportunities and Diversity policies and procedures.

	Child Safeguarding:
We need to keep children safe so our selection process, which includes rigorous background checks, reflects our commitment to the protection of children from abuse.

	Safeguarding our Staff:
The post holder is required to carry out the duties in accordance with the SCI anti-harassment policy.

	Health and Safety
The role holder is required to carry out the duties in accordance with SCI Health and Safety policies and procedures.
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