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Progressio has been leading the way on practical international development issues for more than forty years. Whether through placing development workers overseas, or in our policy and advocacy achievements, Progressio has a track record of making a difference. We work with people of all faiths and none.




ICS Project Administrator Volunteer
The ICS Team
Based in Brixton, London


Three-month commitment, two to three days per week, ideally starting end of November/early December 2012  

	Progressio is looking for an enthusiastic volunteer to support the International Citizen Service (ICS) programme. You will be assisting the ICS team and supporting volunteers before they depart for overseas placements, where they will carry out community development work for 10 weeks. This will involve providing communications, administrative and social media support. 



PROGRESSIO 
Progressio is a UK-based charity working internationally to enable people in developing countries to challenge and change the situations that keep them poor. We currently work in 11 countries and have a long history of working in fragile, post-conflict and authoritarian states. 

We develop long-term partnerships with local organisations and community groups in the global South, providing practical support through around 80 development workers (DWs), mostly from the global South, who share skills, know-how and training. We also send committed young adults from the UK to engage in community development work for 10 weeks - this programme is called Progressio ICS. Both DWs and Progressio ICS placements contribute towards improving the lives of thousands of people in poor communities.

Because poverty is about unequal power relations and a lack of human rights, we work with a wide range of people who are poor and marginalised to change the structures that keep them in poverty. We support them in their calls for policy change. With our supporters, we stand alongside them in demanding that decision-makers around the world sit up and listen to them.

Inspired by our Catholic roots, we believe that experiencing ‘life in all its fullness’ includes freedom and control over one’s life and future. It means challenging inequalities and power imbalances. We see every person as sacred, having inherent dignity, so we stand in solidarity with poor people in achieving their rights.

More detailed information about our work is available on our website: www.progressio.org.uk
ICS BACKGROUND 
International Citizen Service (ICS) is an opportunity for volunteers to help some of the poorest people in the world and learn some valuable new skills at the same time. Funded by the Department for International Development (DFID) and run by some of the most respected names in international volunteering, it is the UK’s foremost global volunteering programme for young people.

ICS brings young people from different countries together to fight poverty, making a difference where help is most needed. Young volunteers, informed and inspired by their experience, will embark on lifelong journeys of positive involvement in community development issues.

The ICS placements are designed so that volunteers genuinely contribute to development, and to the raising of development awareness whilst in country and on their return to the UK. The experience is also designed to have a lasting impact on the volunteers themselves: to broaden horizons, develop new skills and foster self-reliance. The volunteers should have a positive experience inspiring them to become more committed to international development, social change, advocacy, and to be supporters of Progressio’s work. 
Progressio’s ICS programme will involve the posting of 590 volunteers on 10-week placements over the next three years. Volunteers will be placed in El Salvador, Honduras, Nicaragua, Malawi and Zimbabwe. This follows on from the pilot stage of ICS, in which 130 Progressio volunteers were posted between July 2011 and March 2012. The first of the 590 volunteers are left the UK in July 2012.

Volunteers work in groups of about six, together with a group leader, and will undertake a series of coordinated activities relating to identified global themes, which will include conservation (eg reforestation and protected areas); community development projects (eg building greenhouses and kitchen gardens, or informal youth work); sustainable tourism; teaching support; sports and arts activities with local young people; and advocacy (such as producing material for training and/or communication campaigns and HIV awareness raising and prevention campaigns). Placements will be offered in both rural and urban locations.

On their return to the UK, all volunteers will complete a minimum level of local action that suits their interests and motivations. 

Further information about the ICS programme can be found on our website at www.progressio.org.uk/ics   

VOLUNTEER PLACEMENT 

Progressio is looking for a volunteer to support the ICS Team and the pre-departure of the ICS volunteers. This will include helping to support outgoing volunteers with their fundraising in the UK and pre-departure paperwork, helping promote ICS and helping organise the logistics for selection and training days.
What sort of tasks will this involve?
Tasks will vary, but they will include:
- Supporting the promotion and recruitment of ICS 

· Attending events to talk to young people about ICS and generate interest and encourage applications.
· Being involved in general promotion and ad-hoc social media campaigns (Facebook and Twitter).
- Supporting selection and recruitment of ICS volunteers
· Supporting the ICS Project Officer with administrative tasks for the ICS selection days.

· Attending and supporting the ICS selection days.
- Supporting outgoing ICS volunteers 
· Encouraging outgoing volunteers to complete and return their pre-departure paperwork.
· Encouraging outgoing volunteers in their fundraising efforts.

- General
· Providing administrative support for the selection, training and return volunteer days, and for the ICS project as a whole. 
Is this volunteer role right for you?
You will receive an induction and support to carry out this role. Ideally we are looking for:
· Excellent organisational and administrative skills (filing, emailing, database management, etc)

· Good ability in Microsoft Office (Word, PowerPoint, Excel, Outlook)
· Good attention to detail.
· Ability to use your own initiative and work both in a team and individually.
· Enthusiasm and a proactive approach, including willingness to speak to people over the telephone and face-to-face (at events)
· Excellent English skills, including spoken English as well as reading and writing skills.
· A professional and courteous approach.
· Responsible and reliable. 

· Ability to commit to three months volunteering.
Some experience of administration, knowledge of faith communities, knowledge of volunteering in the UK or overseas, and/or communications, marketing or events experience would be useful, but is not essential. 
Timescale

The placement will be for three months. Ideally the volunteer will be able to commit to at least two to three days per week (or the equivalent hours). 

Allowance

The volunteer will receive a lunch allowance (£3.50 per day). Expenses incurred for travel to and from Progressio from within the London area will be reimbursed (you will need to provide receipts for this).
Based
Progressio’s office, located in Brixton, London. 

Support and supervision during the placement

The volunteer will be supported and supervised by the ICS Project Officer. 

HOW TO APPLY
	To apply, please email your CV and a covering letter explaining your motivation and how you fit the role to recruitment@progressio.org.uk
We also appreciate it if you can download and complete an Equal Opportunities Monitoring Form from www.progressio.org.uk/jobs and email it together with your covering letter and CV. Please specify ‘ICS Project Administrator Volunteer’ in the subject line.
Closing date: Sunday 4 November 2012        Interviews: Early/mid November 2012  
Start date: Ideally starting end of November/early December 2012  
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