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UNITED NATIONS INDUSTRIAL DEVELOPMENT ORGANIZATION 

 

JOB PROFILE 

 
Functional Title: INTERN (Administrative & ICT support)  

Main Duty Station and Location: Nairobi, Kenya 

Start of Contract (EOD): November 2019 

End of Contract (COB): April 2020 

Number of Working Days: 6 months  

 

ORGANIZATIONAL CONTEXT 
  

UNIDO is the specialized agency of the United Nations that promotes industrial development for poverty 

reduction, inclusive globalization and environmental sustainability. Its mission is to promote and 

accelerate inclusive and sustainable industrial development (ISID) in developing countries and economies 

in transition. The relevance of ISID as an integrated approach to all three pillars of sustainable 

development is recognized by the recently adopted 2030 Agenda for Sustainable Development and the 

related Sustainable Development Goals (SDGs), which will frame United Nations and country efforts 

towards sustainable development in the next fifteen years. UNIDO’s mandate in SDG-9, calls for the need 

to “Build resilient infrastructure, promote inclusive and sustainable industrialization and foster 

innovation”. Accordingly, the Organization’s programmatic focus is structured in three thematic priorities: 

* Creating shared prosperity * Advancing economic competitiveness * Safeguarding the environment.  

 

UNIDO delivers its services through the following four complementary and mutually supportive core 

functions: (a) technical cooperation activities; (b) analytical and policy advisory services; (c) standard-

setting and compliance and (d) convening and partnership role. 

 

The position is based in the UNIDO Country Office (CO) in Kenya, headed by the UNIDO Representative 

(UR). The CO covers the UNIDO Programmes in Kenya, Eritrea, Comoros, Seychelles and South Sudan. 

The CO is responsible for all UNIDO representation and works to promote UNIDO as an effective partner 

for development, maintaining close contact with all stakeholders at the country and regional levels as 

appropriate, including government institutions and international entities. The Field Office is further 

responsible for identifying national development and donor funding priorities in the Country and 

supporting the formulation and monitoring of technical cooperation projects and programmes, in 

collaboration with the relevant technical Departments and other appropriate organizational units. The field 

offices are also responsible for coordinating and reporting on UNIDO activities in their countries of 

coverage, and providing inputs into the development of regional strategies and policies. 

  

The internship is expected to be for six months (starting ideally in November 2019), is UNPAID and full-

time. Interns work five days per week (35 hours) under the supervision of a staff member, in the 

department or office that they are assigned. 

 

GENERIC DUTIES AND RESPONSIBILITIES 

 

 The intern shall be engaged as follows: 
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a. Exposed to the regular core functions of the Country Office and as such shall have the opportunity 

to observe the day to day operations and engage in on-the-job training in specific actions. 

b. Engage in a specific-contained assignment described below: 

 

1. Assist in the general administration and implementation of Technical Cooperation 

Projects by liaising with Project Assistants. 

2. General Logistics Support concerning day-to-day running of the Office: Receive and 

screen phone calls and visitors; Respond to information requests and inquiries with 

discretion and if necessary refer to appropriate personnel for handling; arrange 

appointments and maintain URs calendar; Draft general correspondence (both 

administrative and project related) putting them into adequate style, language and format; 

Maintain Files (both paper and electronic). 

3. Provide ICT support to the field office and project staff : Implement, manage and 

maintain ICT services; provide onsite support of ICT; maintain communication systems 

and equipment; set up & administer ICT security systems and maintain/follow up 

appropriate maintenance contracts for all ICT equipment  

4. Keep an updated list of contact details of UNIDO staff and consultants connected to the 

office and other security related procedures 

5. Assist with the organization of meetings, workshops, seminars, and other similar activities 

6. Draft agendas, background materials, minutes and meeting reports as required 

7. Perform duties as assigned.  

8. Prepare an end of internship report that should be submitted to and cleared by UNIDO 

 

c. Other Special emerging Projects that may enhance the learning experience of the Intern. 

 

VALUES TO EMULATE: Core Values: We live and act with Integrity. We show Professionalism. We 

Respect Diversity. 

 

CORE COMPETENCIES TO LEARN ON THE JOB: Core Competencies: We focus on Results 

and Responsibilities. We focus on People. We Communicate and earn Trust. We think outside the box and 

Innovate. 

 

MINIMUM REQUIREMENTS  
Age: between 21 and 35 years;  

Education: enrolled in a university degree programme (Bachelors, Masters, PhD); or begins the 

internship within a year of completing a Bachelor or Master’s degree. Field of specialization: Economics, 

business administration or a field relevant to UNIDO’s mandate and service areas. 

Language Skills: Fluency in written and spoken English is required. Knowledge of another official 

United Nations language (French, Spanish, Arabic, Chinese and Russian) is an asset. 

Other skills: Be computer literate in standard software applications. Previous exposure in projects, office 

management and ICT support will be an asset. 

 

LEARNING ELEMENTS 

 Become acquainted with the most up-to-date technical, economic and industrial developments in 

the relevant field of specialization of the Department. Furthermore, he/she is expected to deepen 

his/her knowledge in the fields of new product/services and process design. 

 Gain experience in project design/management. 

 On the job training: participation in every phase of the working process. 

 Gain experience in working effectively in a diverse and multi-cultural environment 


