INTERNSHIP OPPORTUNITIES WITH THE USAID AGRICULTURE PROGRAM
The USAID Agriculture Program is seeking applications from outstanding university students and recent graduates to fill open intern positions. The internship will provide an excellent opportunity to be involved in the day-to-day operations of an international development project and will provide first-hand practical work experience.

Interns will receive a stipend of GEL 300 (as a net amount) per month. Internships are part-time (20 hrs per week), with the duration of 6 months and start on July 1, 2019. Qualified applicants should send their CVs in English (English is the official working language of the program and consequently, applicants are expected to possess strong English communication skills, both verbal and written) to info@apgeorgia.org, indicating the relevant internship title in the subject line. Please apply no later than COB on Thursday, June 20, 2019.


Background:

The USAID Agriculture Program, implemented by CNFA Georgia, is a five-year activity that will accelerate growth of agricultural sub-sectors that demonstrate strong potential to create jobs, increase incomes and increase micro, small and medium enterprises (MSME) revenues. The USAID Agriculture Program in Georgia will deliver firm-level investment and tailor-made technical assistance to entrepreneurial, market-driven enterprises, production clusters and supporting associations and service/information/extension providers to foster inclusive and sustainable market systems development. The USAID Agriculture Program in Georgia will provide competitive cost-shared grants and technical assistance to address identified gaps in targeted value chains that will result in the improved productivity and productivity capacity of MSMEs, strengthened value chain linkages, increased access to markets, and improved capacity of MSMEs, cooperatives, associations and service/information/extension providers
OFFICE ADMINISTRATION INTERNSHIP OPPORTUNITY 
Internship Description:

Working with the Program’s Finance and Administration team, the intern will be responsible for the following tasks:

· Assisting with the day-to-day operations of the office;
· Receiving incoming calls, taking messages and forwarding them to staff;
· Booking hotels for the USAID Agriculture Program staff and consultants;
· Arranging meetings for international and local consultants as needed;
· Coordinating driver’s daily schedule; and
· Purchasing office supplies and stationery for the USAID Agriculture Program office

Eligibility Qualifications:

· 3rd or 4th year undergraduate or recent graduate student of business administration, economics, mathematics or other relevant faculty;
· Strong academic background in business administration;
· Excellent English written and communication skills;
· Must be able to work effectively in a team environment;
· Strong attention to detail and time management skills; 
· Previous experience would be considered an asset;

FINANCE INTERNSHIP OPPORTUNITY 

Internship Description:

Working under the direct supervision of Finance and Administration team, the intern will be responsible for the following tasks:

· Transacting information into the program’s financial system;
· Ensuring that the transactions are accompanied with all necessary documents, add missing documents and scan transactions to maintain electronic archive;
· Check the revenue service website for received tax invoices, match with actual payments and approve/reject the electronic invoices accordingly; and,
· Prepare ad hoc Excel calculations.
· Responsible for scanning all financial documentation, for submitting to CNFA HO


. Eligibility Qualifications:

· Education: student or recent graduate of mathematics/economics/finance;
· Fluency in English and Georgian;
· Advanced skills in word processing and spreadsheet programs – knowledge of formulas, macros, as well as electronic communications programs;
· Strong interpersonal skills (e.g., tact, diplomacy and patience); 
· Must be able to work effectively in a team environment;
· Strong attention to detail and time management skills; 
· Previous experience would be considered an asset.
· 

ENVIRONMENTAL PROTECTION INTERNSHIP OPPORTUNITY 

Internship Description:

The internship will provide an excellent opportunity to be involved in the day-today operations of an international development project. Working under the direct supervision of Program’s Environmental Manager, the intern will be responsible for the following tasks:
· Assist Program’s Environmental Manager in developing the Environmental Review Checklists (ERC) in accordance with USAID and national regulations;
· Assist environmental specialist in elaborating the Environmental Mitigation and Monitoring Plans (EMMP), monitoring the mitigation activities and conducting the environmental impact assessment.
· Contribute to elaboration of site – memos and quarterly reports;
· Participate in site visits as part of the program’s monitoring team.

Eligibility Qualifications:
· 4th year of bachelor or 1st year of master program student in applied biosciences and related area;
· Strong academic background in biology, environmental sciences and related field;
· Excellent English written communication skills;
· Must be able to work effectively in a team environment;
· Strong attention to detail and time management skills; and
· Previous experience would be considered an asset.

INTERNSHIP OPPORTUNITY IN AGRIBUSINESS INVESTMENT COMPONENT
Internship Description:

Working with the USAID Agriculture Program Component 1 Team, the intern will be responsible for the following tasks:

· [bookmark: _GoBack]Contribute to the final agribusiness investment project proposals for the submission to USAID/Georgia through participating in development of narrative and financial parts;
· Work closely with program specialists and grants activity managers to process collected data from grantees, edit and convert into requested formats;
· Facilitate reporting process to the program’s donor. This includes analyzing different statistical data and assisting staff and program’s management in preparation of quarterly, annual and ad hoc reports;
· Coordinate and prepare all planned and ad hoc travel requests from agriculture investment staff with the finance staff of the program;
· Assist agriculture investment staff and coordinators in accomplishing different tasks during grant project development and implementation phases including procurement;
· Accomplish all other logistical and administrative duties as assigned.


Eligibility Qualifications:

· 3rd or 4th year undergraduate or recent graduate student of business administration, economics, or other relevant faculty;
· Strong academic background in business administration or related discipline;
·  Excellent English written and communication skills;
·  Must be able to work effectively in a team environment;
· Strong attention to detail and time management skills; 
· Previous experience would be considered an asset

INTERNSHIP OPPORTUNITY IN TECHNICAL ASSISTANCE COMPONENT
Internship Description:

Working with the USAID Agriculture Program Technical Assistance Component, the intern will be responsible for the following tasks:

· Support the component staff in the day-to-day operations;
· Gather and analyze economic-profile information;
· Contribute to arrangement of training programs, workshops and other events;
· Arrange meetings for international and local consultants as needed;
· Communicate with the program beneficiaries and partner organizations; 
· Maintain training, beneficiary and PMP internal databases;
· Assist in preparing information and research materials; create and maintain PowerPoint presentations;
· Translate from English into Georgian and vice versa as needed; and
· Perform other duties as assigned by the component staff.


Eligibility Qualifications:

· 3rd or 4th year undergraduate or recent graduate student of business administration, economy, agriculture or other relevant faculty;
· Strong academic background in business administration or related discipline;
·  Excellent English written and communication skills;
·  Must be able to work effectively in a team environment;
· Strong attention to detail and time management skills; 
· Previous experience would be considered an asset.

GRANTS AND PROCUREMENT INTERNSHIP OPPORTUNITY

Internship Description:
Working with USAID Agriculture Program’s Grants and Procurement Manager, the intern will be responsible for the following tasks:
· Assist Grants and Procurement Manager in preparation of Grants Agreement packages.
· Assist with preparation of Request for Quotes (RFQs), tracking deadlines of tender
· Responsible for collecting proposals received in response to tender via mail or on hand and consolidating offers in one lot 
· Assist direct supervisor in preparation of procurement packages: drafting matrixes, memos, PRs and OFAC/SAM results
· Observing procurement mail (checking received proposals, forwarding questions in regards to tender to the relevant activity manager)
· Getting in touch with vendors via mail or phone in case of need;
· Ensure updating of RFQ schedule in line with the announced tender
· Arranging grants related filing system (hard copies and electronic filing as well)
· Perform various administrative tasks: written translation, photocopying, scanning and etc.
· Perform any other appropriate tasks determined by Grants and Procurement Manager and/or Director of Finance and Administration upon request

Eligibility Qualifications:

· 3rd or 4th year undergraduate or recent graduate student of Business Administration, Public Administration, or other relevant faculty;
· Excellent English verbal and written communication skills;
· Excellent computer skills 
· Must be able to work effectively in a team environment;
· Strong attention to detail and time management skills;
· Previous experience would be considered an asset.

MONITORING AND EVALUATION INTERNSHIP OPPORTUNITIES

Internship Description:
Monitoring and Evaluation Intern will closely work with Program’s M&E Manager, during different stages of the project development, namely: screening/evaluation of submitted applications, due diligence, project design, implementation, technical assistance delivery and monitoring and evaluation, data collection and data analyses.
Main duties and responsibilities of Monitoring and Evaluation Intern include, but are not limited to:
· Assist Monitoring & Evaluation Manager in elaborating comprehensive M&E tools for quality data collection, analyses and reporting
· Under the supervision of M&E Manger apply in practice the obtained knowledge and guidance to deliver comprehensive analyses of the grant projects according the existed assessment model.
· Team up and communicate with the Grants Activity Managers, using the Program’s methodology, start, coordinate and participate in the process of data collection, data base maintenance and reporting;
· Maintain permanent communication and consultations with potential grantee (passing applicant) companies and their consultants. If needed directly participate in financial modeling and assist in drafting other parts of the proposals, including translation and revisions in wording;
· Work closely with grantee (awarded) companies when needed and assist M&E Manager in organizing the collection of financial and program reports on timely bases, ensure the accuracy and completeness of received data and identify gaps and deviations from projections;
Eligibility Qualifications:
· University Degree in Social Science (Economics and Agriculture preferable);
· Applicant may currently follow a course of study (first year of Master degree or above) in Social Science or preferably already have obtained the one.
· Successful work experience in agribusiness, consulting and/or direct investment/funding of SMEs (preferable)
· Knowledge of finance and accounting principles are preferable.
· Detail-oriented and advanced computer literacy, including spread sheeting and financial modelling;
· Fluency in English and Georgian and good writing and analytical skills;
· Excellent communication skills and ability to deal with different types of clients, including non-performing and problematic projects;
· Ability to travel within Georgia and willingness to work extended hours when necessary.
GENDER INTERNSHIP OPPORTUNITIES
Internship Description:
In close collaboration with the USAID Agriculture Program Gender Specialist, the Intern is to:
· Support Gender Specialist in facilitating inclusive agriculture value chain development related activities;
· Assist Gender Specialist in administering thematic mailing lists, blogs and other social media channels like Facebook’s group/fan page.
· Assisting Gender Specialist with the development and administration of the relevant databases (women in agribusiness, youth in agribusiness, donor/stakeholder matrices, etc.);
· Supporting Gender Specialist in scheduling meetings as well as arranging the logistics for field visits and gender/youth related event management;
· Assisting with note-taking and taking down meeting minutes;
· Assist with translation and interpretation upon the need (from Georgian to English and vice versa);
· Supporting Gender Specialist in primary data collection related activities if needed;
· Assist in gathering relevant secondary data;
· Other relevant duties as assigned.

Eligibility Qualifications:
· Completed university education at bachelor's level;
· Track record of at least one successful internship with international donors, research organizations, media organizations or international development NGO is highly preferable;
· Knowledge of, and preferable experience in, contributing to: primary and secondary data collection, data transcription, including voice recordings, etc.


