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Humanitarian Aid Fellowship

Sample Job Description 
This is a sample job description for a PiAf Fellow at a humanitarian aid organization. Responsibilities might include:

Communication and Reporting

· Design and organize production, distribution, and update of ‘publicity’ materials (such as leaflets, calendars, T-shirts, goodies, etc) in English and local languagues
· Liase with headquarters (HQ)  to produce sections of organization’s annual report 

· Provide HQ with stories from the country program to be included in the organization’s weekly update

· Prepare responses to other information requests from HQ such as advocacy materials for events in Washington, New York, or Europe

Program Development & Grant Management

· Actively participate in design of all project proposals and concept papers
· Contribute to the elaboration, writing, and editing of proposals for submission to donors
· Contribute to the updating and maintenance of a user-friendly hard and soft grant library
Capacity-Building

· Organize and provide trainings to build the technical writing capacity of field staff.

· Provide support to the field teams in compiling proposal drafts and concept papers.

· Provide field teams with constructive feedback on both, content and form of both, reports and proposals.

Research

· Research and collect data (for example, up-to-date statistics about refugee and return situation in the regions of organization’s work)

· Assist the Program Department and the Deputy Director (DD) with research upon request, such as identifying potential donors (especially foundations), partners and their strategies.

Special Tasks and Liaison

· Take a lead in designing and developing various visibility materials, such as: briefing papers, brochures, info sheets, posters, and other, in order to improve program visibility.

· Represent the organization’s interests with various government officials, and other operating partners and donors by maintaining positive and constructive relations through attendance at Government, NGO and sector-level coordination meetings, upon request by the Country Director (CD) and/or DD.
· At the request of the DD and CD, assist with hosting affiliated delegations, donors, or other visiting parties.
· At the request of the CD and/or DD take responsibility of miscellaneous projects not falling under responsibilities underlined in this job description.
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Humanitarian Aid Fellowship

Sample Day in the Life
8:00: arrive at the office, check emails

8:15-1:00: Work on writing and editing proposals and reports for donors such as UNHCR and UNICEF. Prepare food aid lists and speak to field officers to plan the monthly distribution of food aid. 
1:00-2:00: Lunch

2:00-6:00: Continue with project proposals and grant writing. Prepare report on cross-border activities in support of voluntary repatriation to Burundi and Democratic Republic of Congo

Some recent achievements of humanitarian aid Fellows:

· Wrote position papers on the humanitarian crises in northern Uganda and Karamoja.
· Negotiated the purchase of roughly $50,000 in emergency kits for the northern province of Mozambique during floods.

· Wrote situation reports and donor briefs after visiting IDP (internally-displaced persons) camps in Western Kenya as part of a post-election crisis unit in Kenya.

· Filmed young girls mining for gold near the border of Sudan for a potential 60 Minutes spot on child labor.
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