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ICAP Fsi




 69b Sir Samuel Lewis Road
 Aberdeen, Freetown Sierra Leone
Website: icap.columbia.edu
	Job Title:
	Executive Program Intern

	Location:
	 Freetown, Sierra Leone

	Report to:
	Country Director



POSITION SUMMARY
ICAP at Columbia University is an international non-governmental organization that aims to ensure the wellness of families and communities by strengthening health systems around the world. ICAP began working in Sierra Leone in 2014, collaborating with the Ministry of Health and Sanitation (MOHS) to strengthen health systems by providing technical assistance, Quality Improvement, and Nursing capacity-building projects in Sierra Leone. 

In line with the broadened scope and objectives of ICAP work, the need for increased staff capacity around new and enlarged areas of focus has emerged. ICAP, therefore, requires the services of resourceful, experienced, and dynamic professionals for the position of Executive Program Intern 

The Executive Program Intern (EPI) will provide administrative support to the Country Director and other members of the Senior Management Team.
 DUTIES AND RESPONSIBILITIES:

Executive Program Role

· Support the preparation and approval of all internal and external correspondences-memos, letters, etc.

· Plan and organize and coordinate high-profile meetings, events, and travels for the CD and the SMT

· Support internal and external communications of the CD by drafting key messages as required.

· Track the Country Director’s daily activity calendar of incoming and outgoing correspondence directed to and from the CD.

· Works closely with the Programs and Admin team to coordinate and follow up on key SMT-related activities. 

· Manage meeting reminders, ensure timely response to partner’s requests, and perform any other tasks as required.

· Track, summarize, and file matters that require the attention of the Country Director and other SMT Members.

· Work with SMT Members and Technical Team Leads to distribute signed documents promptly.

· Perform all these and any other duties assigned to you by your supervisor-the Country Director

Qualifications: Education/Knowledge/Technical Skills and Experience
· Bachelor's Degree or Diploma in related field
· Possess strong training in administrative-related duties, Executive Secretariat/Assistant
· Strong organizational, communication, and writing skills.

· Detail-oriented, discreet, diplomatic, dependable, proactive, and mature.

· Impeccable client service skills and phone etiquette.

· Must be able to handle and prioritize multiple tasks simultaneously while maintaining professionalism effectively.

· Strong Microsoft Office skills are required. Competencies desired:

· Ability to work under stressful situations.
· Ability to prioritize tasks and take initiative.
· Demonstrates initiative, is team-oriented, works independently, is motivated, flexible, patient, and has a strong commitment to social and development issues.
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