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Title


Operations & Marketing Support Intern (events) 
Responsible to
Events Operations Coordinator
Hours


16 hours per week minimum
Duration

4 October – 3 December 2010
Location 

Oxfam New Zealand Auckland office




ABOUT OXFAM

Oxfam New Zealand (ONZ) is an independent humanitarian and development agency, affiliated to Oxfam International. ONZ is dedicated to finding lasting solutions to poverty and injustice. 

ONZ works with local partners in over 100 countries around the world, linking grassroots programmes with international advocacy and campaigns for basic human rights and by providing humanitarian relief in emergencies.   ONZ’s programming work and the focus of its advocacy and campaigning work is mainly in the Pacific and South East Asia.

This role sits within the events marketing team which is part of the marketing department at ONZ.  The marketing activities of ONZ are to engage with and educate the public on international development issues and raise funds for Oxfam’s work.
2010 Nihotupu Tramline Event
The Nihotupu Tramline Event is a 6 km walk through the Waitakere Ranges walking along the ould tramline route to the Nihotupu dam. It is organised each year by Oxfam New Zealand as part of a cluster of activities that aim to raise awareness and funds for ONZ’s Water for Survival programmes in the Pacific and South-east Asia. 

The Events Operations Coordinator is responsible for making the 2010 Nihotupu Tramline event a reality. This involves everything from booking equipment, organising transport, implementing the health & safety plan, managing the track and volunteers, and promoting/ marketing the event which is scheduled to take place on 21st November 2010
SCOPE OF INTERNSHIP 

The Operations and Marketing Support Intern will provide logistical and marketing support to the Events Operations Coordinator in the build up to the Nihotupu Tramline event. This includes taking responsibility for managing various logistical aspects in the lead up to and on the day of the event. 
PRIMARY RESPONSIBILITIES

1. Prepare and create documents, such as run sheets, equipment lists and contact lists in preparation for the Nihotupu Tramline event.
2. Assist with the coordination of print and web advertisements.

3. Distribute promotional materials to appropriate venues and outlets e.g. libraries, shops, sports clubs etc.
4. Research and obtain quotes for key products and services.
5. Assist the Events Marketing coordinator in dealing with queries from potential volunteers and with managing event volunteers on the day itself.
6. Undertake any other duties that are required by the Events Operations Coordinator and are in keeping with the scope of this internship

COMPETENCIES

Qualifications, knowledge, and experience

· A relevant qualification or be working towards this and/or equivalent work experience

· Previous experience of working in an events environment 

· Experience of working as part of a team
· Valid NZ driving license 
· Previous administrative experience is desirable

Professional skills

· Advanced computer skills, including Microsoft Office Excel, Word, internet and email

· Confident and clear phone manner

Personal attributes

· Enthusiastic, confident and personable

· Strong communication skills

· Excellent organisation skills

· The ability to work independently and to use initiative

· A quick learner

· Ability to be flexible and adaptable
· A very high level of attention to detail

· Able to work collaboratively in a team setting

· A commitment to the ideals and values of Oxfam New Zealand
· An interest in learning and developing new skills

HOURS OF WORK

The schedule and hours/days to be worked will be agreed with selected post holder, but the expectation is that the Operations & Marketing Support Intern  will work no less than 16 hours per week.

Structure of the internship
The Events Operations Coordinator will ensure that the intern is provided with opportunities for learning about marketing events within an international development NGO and for skills development as well as advice on career development issues and regular feedback on performance.

