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Internship Terms of Reference

	Position
	Event Administrator

	Supervisor
	Project Manager, General Assembly and Annual Donor Meeting

	Duration
	June 2022 to December 2022

	Number of Hours
	June to mid-September – 14 hours per week
Mid-September to December 2022 – up to 35 hours a week (negotiable)

	Type of Internship
	Paid



Background
The International Planned Parenthood Federation (IPPF) is a global service provider and advocate of sexual and reproductive health and rights for all. IPPF is made up of 118 Member Associations, 15 partners, and a secretariat that is spread over 10 offices worldwide. IPPF currently works in 142 countries.  
The General Assembly (GA) is the highest decision-making body of IPPF. It takes place every three years.  This November marks IPPF’s 70th anniversary defending choice and delivering care beyond barriers. Our host, Profamilia Colombia, will be welcoming GA delegates to Bogotá, Colombia between 21 to 25 November 2022. The President, Executive Director and a Youth Representative of every IPPF Member will join us as a global community and agree on IPPF’s bold, new strategy.
The week opens with the Global Youth Forum, a space for young people from across the six regions to collaborate and co-create the change they want to see. Young people’s involvement is vital to a successful General Assembly. Age will not be a barrier; this space will be curated to ensure young people can fully participate.
The GA is a moment for IPPF Members to probe the work of the Board and its Committees, the Director General and the Secretariat. Member representatives will exercise their duty in appointing members for the vacant seats within the Nominations and Governance Committee.

Responsibilities
· Compile and maintain a participant list that tracks specific attendee requirements and travel information ahead of and during the GA that can be shared with our Colombian event company.
· Write participant messaging that builds engagement in consultation with the Project Manager and communications team.
· Log and respond to all participant enquiries, coordinating more complex responses with the Project Manager.
· Track the travel arrangements of event VIPs and external speakers that can be shared with our Colombian event company.
· Collate materials for event marketing.
· Commission and supervise the translation of event materials with IPPF’s translation companies.
· Facilitate the Zoom live streaming of the GA and a series of preparatory meetings.  Troubleshoot participant technical issues with support from IPPF IT team.

Personal Requirements
· Interested in sexual reproductive and health rights.
· Organisational skills – prior experience organising events would be desirable.
· Willingness to learn.
· Solution focused.
· Knowledge and/or experience of using Zoom conferencing.
· Adaptive written style to cater to different audiences.
· Ability to read, write and understand Arabic, French and/or Spanish would be highly beneficial.
· Knowledge of Safeguarding.
image1.png
o IPPF





 


 


I


nternship Terms of Reference


 


 


Position


 


Event Administrator


 


Supervisor


 


Project Manager, General Assembly and Annual Donor Meeting


 


Duration


 


June 2022 to December 2022


 


Number of Hours


 


June to mid


-


September 


–


 


14 hours per week


 


Mid


-


September to December 2022 


–


 


up to 35 


hours


 


a week


 


(negotiable)


 


Type of Internship


 


Paid


 


 


Background


 


The International Planned Parenthood Federation (IPPF) is a global service provider and advocate of 


sexual and reproductive health and rights for all.


 


IPPF is made up of 118 Member Associations, 15 


partners, and a secretariat that is spread over 10 offices worldwide. IPPF currently works in 142 


countries.  


 


The General Assembly (GA) is the highest decision


-


making body of IPPF. It takes place every three


 


years


.  This November marks IPPF’s 


70th anniversary defending choice and delivering care beyond 


barriers. Our host, Profamilia Colombia


, will be


 


welcom


ing


 


GA 


delegates to Bogotá, Colombia


 


between 21 to 25 November 2022


. The President, Executive Director a


nd a Youth Representative of 


every IPPF Member 


will


 


join us as a global community and agree on IPPF’s bold, new strategy.


 


The week opens with the Global Youth Forum, a space for young people from across the six regions 


to collaborate and co


-


create the chan


ge they want to see. Young people’s involvement is vital to a 


successful General Assembly. Age will not be a barrier; this space will be curated to ensure young 


people can fully participate.


 


The GA is a moment for IPPF Members to probe the work of the Boar


d and its Committees, the 


Director General and the Secretariat. Member representatives will exercise their duty in appointing 


members for the vacant seats within the Nominations and Governance Committee.


 


 


Responsibilities


 


·


 


Compile a


nd maintain a


 


participant list t


hat tracks


 


specific


 


attendee requirements and travel 


information ahead of and 


during


 


the GA


 


that can be shared with 


our Colombian


 


event 


company.


 


·


 


Write


 


participant 


messaging 


that builds engagement


 


in consultation with the Project 


Manager 


and communications team


.


 


·


 


Log and respond to all participant


 


enquirie


s


, coordinating more complex responses with 


the 


Project Manager


.


 


·


 


Track the


 


travel arrangements 


of


 


event VIPs


 


and 


external speakers


 


that can be shared with 


our Colombian event company.


 


·


 


Collate materials for event marketing.


 


·


 


Commission 


and supervise 


the


 


translation of 


event 


materials


 


with 


IPPF’s 


translation 


companies.


 


·


 


Facilitate


 


the Zoom live streaming of the G


A


 


and 


a 


series 


of 


preparatory meeting


s


.


  


Troubleshoot participant technical issues with support from IPPF IT team.


 




    I nternship Terms of Reference    

Position  Event Administrator  

Supervisor  Project Manager, General Assembly and Annual Donor Meeting  

Duration  June 2022 to December 2022  

Number of Hours  June to mid - September  –   14 hours per week   Mid - September to December 2022  –   up to 35  hours   a week   (negotiable)  

Type of Internship  Paid  

  Background   The International Planned Parenthood Federation (IPPF) is a global service provider and advocate of  sexual and reproductive health and rights for all.   IPPF is made up of 118 Member Associations, 15  partners, and a secretariat that is spread over 10 offices worldwide. IPPF currently works in 142  countries.     The General Assembly (GA) is the highest decision - making body of IPPF. It takes place every three   years .  This November marks IPPF’s  70th anniversary defending choice and delivering care beyond  barriers. Our host, Profamilia Colombia , will be   welcom ing   GA  delegates to Bogotá, Colombia   between 21 to 25 November 2022 . The President, Executive Director a nd a Youth Representative of  every IPPF Member  will   join us as a global community and agree on IPPF’s bold, new strategy.   The week opens with the Global Youth Forum, a space for young people from across the six regions  to collaborate and co - create the chan ge they want to see. Young people’s involvement is vital to a  successful General Assembly. Age will not be a barrier; this space will be curated to ensure young  people can fully participate.   The GA is a moment for IPPF Members to probe the work of the Boar d and its Committees, the  Director General and the Secretariat. Member representatives will exercise their duty in appointing  members for the vacant seats within the Nominations and Governance Committee.     Responsibilities      Compile a nd maintain a   participant list t hat tracks   specific   attendee requirements and travel  information ahead of and  during   the GA   that can be shared with  our Colombian   event  company.      Write   participant  messaging  that builds engagement   in consultation with the Project  Manager  and communications team .      Log and respond to all participant   enquirie s , coordinating more complex responses with  the  Project Manager .      Track the   travel arrangements  of   event VIPs   and  external speakers   that can be shared with  our Colombian event company.      Collate materials for event marketing.      Commission  and supervise  the   translation of  event  materials   with  IPPF’s  translation  companies.      Facilitate   the Zoom live streaming of the G A   and  a  series  of  preparatory meeting s .    Troubleshoot participant technical issues with support from IPPF IT team.  

