
招聘启事
中国—东盟中心计划招聘1名全职实习生(新闻公关部）。
时长：2个月（2016年7月1日-8月31日）

工作地点：北京，中国—东盟中心秘书处

职位具体要求请见附件。

申请者请于2016年6月22日前将英文简历及自荐信发送至zhaolin@asean-china-center.org
ASEAN-CHINA CENTRE INTERNSHIP

	Title


	  Intern for Information and Public Relations Division (IPRD)


	Internship

period
	  2 months ( 1 July-31 August 2016 )



	Org. Setting and Reporting


	The duration of the ASEAN-China Centre (ACC) internship is normally on a full time basis. Interns work five days per week under the supervision of an official in the division or office to which they are assigned. 

ACC will provide interns an allowance of 1000 Yuan per month for transportation and lunch. Other expenses related to the internship shall be covered by interns themselves. 

ACC internship offers exposure to a multicultural work environment, and interaction with colleagues from various countries and backgrounds. Interns will gain first-hand experience with regard to the ASEAN-China cooperation in the areas of trade and investment, education, culture and tourism. They will also gain a better understanding of how the ACC works and its range of activities.


ACC accepts no responsibility for costs arising from accidents and/or illness incurred during an internship. Therefore, upon awarding an internship, candidates will be required to sign a letter confirming their understanding and acceptance of the conditions of service. 

	Responsibilities

	The intern will be supporting the Division substantively and administratively. 

The duties to be performed may include the following: 

- Assists in day-to-day operations/desk work, and a variety of clerical tasks;
- Assists in organizing conferences/meetings; produces reliable draft translations that accurately reflect the substance of the original language text along with accurate summary records of meetings; 

- Assists in drafting brief summaries/press release of the events of IPRD, in both English and Chinese;
- Assists in coordinating with relevant agencies and media to fulfill IPRD’s tasks, projects and activities such as ASEAN-China Statistics Book, ACC Newsletter, etc.; 

- Assists in other ad hoc activities as needed.

	Competencies


	- Good command of English and Chinese, both in writing and speaking;

- Strong dedication, responsibility and team work;

- Demonstrated ability to complete tasks under guidance of IPRD colleagues; 

- Uses time efficiently, and monitors and adjusts plans and actions as necessary to achieve work goals.


	Education
	The intern will be computer literate in standard software applications. The following criteria are used to determine eligibility for the ACC Internship: 

1 - Applicants are enrolled in a degree programme in an undergraduate school or above at the time of application and during the internship; 
2 - The area of study of the prospective intern is related to the functional areas of ACC’s work.


	Work Experience
	No professional work experience required.

	Languages
	English is the working language of ACC. For this internship, fluency in written and spoken English is required. Knowledge of ASEAN languages or Chinese is preferable. 



	Assessment Method
	ONLY successful candidates will be notified.

	Special Notice
	Interns must keep confidential any and all unpublished information obtained during the course of the internship and not publish any reports or papers based on such information except with the explicit authorization of ACC. 


A complete Cover Letter is required, and it must include: 

- Title of degree you are currently pursuing; 
- Graduation Date (when will you be graduating from the programme); 
- List the IT skills and programs that you are proficient in; 
- List your areas of interest/preferences; 
- Explain why you want to apply for the internship.






