[bookmark: _Toc423615598]Annex V	Terms of Reference for Consultants and other persons hired by IFAD under a non-staff contract

Consultant ☐	Intern ☒	Fellow ☐	Conference Service ☐

Minimum number of years of relevant experience required (consultants only):

1yr ☐	2yr ☐	8yrs ☐	12+yrs ☐

	Full Name:
	

	Specialization:
	Archives and Records Management

	Expected Start Date of Assignment:
	

	Expected End Date of Assignment:
	

	Total number of working days
(max. 240 in a 12-month period):
	6 months

	Division/Department:
	Administrative Services Division (ADM) – Corporate Services Department (CSD)

	Location:
	[bookmark: _GoBack]On-site Internship (Rome) - Records Management Team

	Reports to (name and title):
	Valentina Berardini, Administrative Services Analyst (Records Management)

	Date:
	

	GENERAL DESCRIPTION OF TASK(S) AND OBJECTIVES TO BE ACHIEVED

	Expected Activities:

	
Under the supervision of the Administrative Services Analyst (Records Management), the internship assignment will entail the following duties:

1. Contribute to ADM/RMT (Records Management Team) workplan implementation;
2. Provide support to the Electronic Records Management System (HERMES) implementation (monitoring, training, awareness, etc.);
3. Provide support for the xdesk review project by completing mapping tables and developing folder structures;
4. Profiles paper and electronic records in line with metadata framework and RMT guidelines;
5. Contributes to description, classification and digitization of archival holdings; 
6. Assisting in implementation of IFAD Classification Scheme; 
7. Assisting in managing electronic and paper records, ensuring capturing in Electronic Record-Keeping System and proper filing in Archives; 
8. Carry out any other related duties as necessary. 

The internship will be conducted from Rome, Italy, for a duration of 6 months.  The minimum requirement qualifications include: 

Eligibility and Education:
·  be 30 years of age or younger;
·  be enrolled in an accredited university or graduate school, have attended courses in the last 12 months, and have completed at least two years of undergraduate studies when joining IFAD through the Programme;
·  or have completed university studies in Records Management, Information Management, Informatics, Linguistics, Communication, Knowledge Management or other related fields at an accredited university at the undergraduate or postgraduate level within the last 12 months.

Language requirements:
·  excellent written and verbal communication skills in English; 
·  working knowledge of another IFAD official language (Arabic, French or Spanish) is desirable.

	KEY PERFORMANCE INDICATORS

	Expected Outputs (please include any travel if applicable):
	Required Completion Date:

	Description, classification and profile of electronic and paper records;
Filing of paper records
Classification Scheme implementation
	



Clearance by COM if TORs include communication activities (see section 4.7(iii)): n.a.

Name: …………………………………………….…Signature…………………………………………….	Date:……………………….

Clearance by CFS if TORs include financial management responsibilities: n.a.

Name: …………………………………………….…Signature…………………………………………….	Date:……………………….


