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Job title: 


Relationship Development Intern 
Reports to:


Relationship Development Officer 

Hours: 


16-20 hours per week, 2-3 days per week 
Start date & duration: 
From February 20th 2012 for 10 weeks
Location: 

Oxfam New Zealand Auckland Office 
BACKGROUND
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.  We work with local partners in the Pacific and East Asia, linking grassroots programmes with international advocacy and campaigns for basic human rights and we provide humanitarian relief in emergencies.    

This role sits within Oxfam New Zealand’s Marketing department, which currently consists of six functional areas: major donors, partnerships, direct marketing, supporter relations, events and database. The intern role will provide support for the Major Donors team.

The primary focus of the Major Donors team is to generate income for ONZ through individual major donors, trusts, and bequests, as well as build relationships with supporters.  
SCOPE OF POSITION
The Relationship Development intern is responsible for providing support to the Relationship Development Officer. This includes assisting with programme updates to our supporters, assisting with trust and foundation applications and reports, and supporting the development of potential supporters.
The post is ideally suited to a student wishing to gain marketing experience in the Not for Profit sector or work experience with a reputable international development NGO.

Primary responsibilities

Support the Relationship Development Officer to develop relationships with major donors. This will include:
a. Writing programme updates to our high level supporters. This will involve researching and consolidating information from our programme documents.
b. Assisting with trust and foundations applications. This will involve working with the Relationship Development Officer to research and consolidate information from our programme documents and programme managers.
c. Conducting background research on potential Major Donors.
d. Assisting with providing information to supporters and sending out proposals.
COMPETENCIES

Qualifications/experience

· A qualification or working towards completing a qualification in a relevant subject e.g.  international development,  marketing  or have equivalent experience 
· A good understanding of international development issues 
· Experience of researching and consolidating information

· Experience of working in a marketing or communications environment would be an advantage

Professional Skills

· Full competence in using Microsoft Office functions e.g. Excel, Word, Outlook, and the internet
· Strong communication skills
· Excellent writing skills

Personal Attributes

· A commitment to the ideals and values of Oxfam NZ
· Ability to take initiative and self manage/ work independently
· Excellent organization and time management skills

· Enthusiastic, confident and personable

· A very high level of attention to detail

· Willingness to undertake routine administrative tasks
HOURS

The role is part time and may involve occasional weekend working for which time off in lieu will be provide in line with ONZ’s TOIL policy for interns and volunteers. 
STRUCTURE OF INTERNSHIP
The Relationship Development Officer will ensure that the internship provides opportunities for learning about marketing with an international development NGO, opportunities for skills development, advice on career development issues and regular feedback on performance.

