Terms of Reference,

Intern

UNDP-UNEP Poverty and Environment Facility

The UNDP-UNEP Poverty and Environment Initiative (UNDP-UNEP PEI) supports countries to integrate environmental sustainability into their national development processes, including PRSPs and MDG Implementation plans. It thus has a strong focus on the provision of technical and financial assistance to support the building of national capacity to identify the links between poverty and environment and to integrate environment into national development processes. 

The UNDP-UNEP PEI was formally launched at the Poverty and Environment Partnership ‘Environment for the MDGs’ side event at the World Summit in 2005.  At UNEP’s Governing Council in February 2007, the Administrator of UNDP and the Executive Director of UNEP announced the scaling up of the UNDP-UNEP PEI and the establishment of the UNDP-UNEP Poverty and Environment Facility (PEF) in Nairobi. The Poverty and Environment Facility (PEF) will have a focus on the provision of knowledge management and technical advisory support to countries, using UNDP and UNEP Regional Centres and Offices, as well as directly to some countries.

The Facility has immediate need of an Intern level to provide support to the Operational Manager in formulating and implementing a workplan for the Facility operations.  The Intern would report to the Facility Director and Co-director (Operational Manager).

Specifically the incumbent will:

1. Contribute to the development and launch of the Facility’s knowledge management and corporate identity – including website content, KM functions such as a network and workspace, and a programme of content development;
2. Manage the tracking and recording of donor agreements and financial proposals;

3. Assist in the liaison with UNEP Divisions and other partners in stimulating support to the PEI programme and in regional PEI activities. Assist in developing and managing technical support services to the PEI country programmes;

4. Contribute to communications with the Facility’s implementing partners, ensure that they are well-informed about the Facility’s activities, and facilitate good communication among them.
5. Contribute to collaboration with all concerned government entities, academic institutions, NGOs, UN agencies, other international organizations, and bilateral donors and entities;
6. Prepare drafts of relevant papers and documents for meetings, seminars, workshops and conferences, and work closely with the Operational Manager in the finalization of the reports.

7. Contribute to the establishment of the office administrative and coordination systems.  Coordinate administrative actions related to the procurement of equipment and services, such as preparation of contracts for consultants, related payment requests, and monitoring and follow-up on such requests.

8. Contribute to reporting activities for the Facility, i.e., project activity, progress and status reports (incl. project performance and evaluation reports) in line with UNEP requirements.

9. Perform such other tasks as required and as may be assigned.

Results expected:
a. Achievement of Facility work plan objectives and targets – relating to the topics listed above

b. Effective office administration achieved

c. Good relations and collaboration with other UNEP Divisions

