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Job Description
	Name of Employee
	ActionAid Bangladesh

	Job Title
	Intern - Communications  

	Sector/Department 
	Communications 

	Theme/Unit/Project
	Communications 

	Location 
	Dhaka

	Last Date to Apply
	16 March 2023


	Job Summary:
The intern will be supporting the unit for the preparation of 40 years celebration of ActionAid Bangladesh and on programmatic deliverables (comms based) on an assignment basis. 


	Responsibilities and Tasks 

(Describe the major responsibilities, principal tasks, competencies, and end results for which the position is accountable. List the responsibilities in the order of importance and state the percentage of time the employee spends on each responsibility) 

	Job Responsibilities 01: Conduct research for identifying key resources of ActionAid Bangladesh and develop content to highlight the organsiation’s journey of last 4 decades

	Tasks
· Conduct secondary research to identify and streamline key resources from ActionAid Bangladesh’s archives.

· Conduct interview-based primary research and prepare relevant notes for documentation. 

· Develop content to highlight different flagship interventions of ActionAid Bangladesh based on the primary and secondary research.
· Ensure proper archiving of resources after primary and secondary research has been completed.


	Job Responsibilities 02: Provide communication support to programmatic needs on assignment basis.  

	Tasks

· Develop content (human story, social media captions, graphics, etc.) 
· Collect content for website and support in updating relevant programmatic pages accordingly 



	Job Responsibilities 03: Provide coordination and procurement support on need basis.

· Support team in cross-unit coordination and engagement 
· Support team in vendor on-boarding and payment


	Graduation from any reputed university in the disciplines of Marketing/Communication/Mass Communication/International Relations/Development Studies or any other relevant subjects. 

	Experience (Number of Years and field of expertise):
Not required 

	Technical Skills (Examples: languages, planning, budgeting, word processing, advance written and verbal communication, presentation etc)
· Good command in both English and Bangla language
· Computer skills: Microsoft Word, Excel, and PowerPoint
· Strong communication skills 
· Experience in designing and photography will be of added advantage




Send your CV with cover letter in this e-mail address: aab.jobs@actionaid.org
