UNICEF China 
Admin Internship TOR & Vacancy Advertisement
UNICEF works in some of the world’s toughest places, to reach the world’s most disadvantaged children. To save their lives. To defend their rights. To help them fulfill their potential. 
Across 190 countries and territories, we work for every child, everywhere, every day, to build a better world for everyone.
And we never give up.
For every child, a champion 
UNICEF China and its government partners work to improve the lives of the most vulnerable children. Every child has the right to survive, develop, be protected and participate in family and society. UNICEF collaborates with many partners to help make those rights a reality in China.
UNICEF China has many different audiences it needs to reach with accurate, simple and in a creative way to explain why its work for children is important and what it does. To support in this, we need additional resources to produce simple information products to be used in presentation, on the internet, for adaption in social media and for advocacy campaigns.
How can you make a difference?
This internship aims to provide structured learning and practical exposure to finance processes while supporting the team in day-to-day operations. 
You will be expected to contribute to the following: 
You will be exposed to the international organization, be briefed on UNICEF culture and core values, and understand how UNICEF works to achieve our mandate for Children. This internship aims to provide structured learning and practical exposure to administrative processes while supporting the team in day-to-day operations. You will be expected to contribute to the following: 
Learning and Development Objectives 
· Teamwork and collaboration in a multicultural, international environment 
· Understanding of UNICEF operations and how administrative functions support programme delivery 
· Application of academic knowledge to real-world tasks, with improved problem-solving and time management skills
· Office coordination and administrative support (document management, meeting organization, workflow tracking, protocols of diplomatic context) 
· Basic data analysis, research, and reporting to support operational or programme activities 
· Professional communication skills (drafting, editing, and formatting official documents and correspondence) 
· Practical use of office tools and systems (e.g., Excel, PowerPoint, databases) 
Administrative Support & Protocol Enhancement
Provide efficient administrative and operational support to facilitate smooth programme and office functioning as follows:
· Prepare visa/invitation letter for short-visit travelers to/from China and communicate with related Embassies when necessary; update the knowledge management page on the share point.
· Explore and source the options for low value supplies procurement. And make small office purchases (business card, name plate, stationery, replenishment of office First Aid Kit, etc) in alignment with UNICEF policy.
· Provide administrative support to official luncheon, Reception and big event as required.
· Coordinate international/domestic courier services, check and reconcile bills with the service provider.
· Update the UNICEF China communication tree and maintain and reconciles official DiDi corporate account for office users.
· Operate and manage the telephone switchboard with appropriate protocol and direct inquiries to the appropriate staff to respond.  
· Coordinate with UNDP Pouch office for handling incoming/outgoing diplomatic pouch for the office.
· Undertake other duties as required by the supervisor.
· Backup Admin staff when they are on leave.
Internship Conditions
1. Modality:( √  ) Fulltime or ( √  ) part time based on mutual agreement.
2. Tentative start date: 1 Aug 2026 & 1 February 2027 (welcome the earlier onboarding if possible)
3. Duration: two interns in consecutive terms– 6 months for each one
4. Venue: ( √  ) on site  or (   ) online  working 
Travel (tick as per actual needs) 
( √ ) No travel  involved
(   ) Travel involved 
To qualify as an UNICEF intern, or a champion for every child, you will…
· Be enrolled in a degree programmed in an undergraduate (above 18 years old) or postgraduate study, majored in knowledge management, information management, information technology or related field(s);
· Have strong academic performance as demonstrated by recent university/colleague or institution records, or, if not available, a reference letter from an academic supervisor.
· Have no immediate relatives working in any UNICEF office;
· Fluency in English and Mandarin is required. 
For every Child, you demonstrate…
· UNICEF’s core values of Care, Respect, Integrity, Trust, and Accountability (CRITA).
· UNICEF’s core competency framework. 
View UNICEF core competency framework from here.
· Click here to learn more about UNICEF’s values and competencies

UNICEF is committed to diversity and inclusion within its workforce, and encourages all candidates, irrespective of gender, nationality, religious and ethnic backgrounds, including persons living with disabilities, to apply to become a part of the organization.
UNICEF has a zero-tolerance policy on sexual exploitation and abuse, and on any kind of harassment, including sexual harassment, and discrimination. All selected candidates will, therefore, undergo rigorous reference and background checks.
Remarks:
Only shortlisted candidates will be contacted and advance to the next stage of the selection process.
The selected candidate is solely responsible to ensure that the visa (applicable) and health insurance required to perform the duties of the contract are valid for the entire period of the contract. Selected candidates are subject to confirmation of fully vaccinated status against SARS-CoV-2 (Covid-19) with a World Health Organization (WHO)-endorsed vaccine, which must be met prior to taking up the assignment. It does not apply to selected candidates who will work remotely and are not expected to work on or visit UNICEF premises, programme delivery locations or directly interact with communities UNICEF works with, nor to travel to perform functions for UNICEF for the duration of their contracts.
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