
 

PROGRAMMES INTERNSHIP 

FEB-MAY 2013 
 

BIHR is looking for an enthusiastic and creative individual to support us in our 
programmes work. The placement offers the opportunity to gain practical experience in 
project based human rights work and to learn about the opportunities and challenges of 
working for a charity at the forefront of practical work on human rights issues in the UK. 
 
We are looking for someone who is able to commit to 2-3 days a week. The role is 
unpaid; BIHR will refund travel expenses and lunch up to £5 per day (expenses will only 
be reimbursed if receipts are provided). 
 
The role will be suited to someone who is interested in a career within the voluntary 
sector and would like to gain some practical experience. The right candidate will be a 
highly organised and focused individual, interested in human rights issues, and wanting 
to gain some hands-on experience.  

 
Task Description 
 

 Administrative support to BIHR’s Programmes team, including maintaining and 
developing contacts and systems, drafting communications, organising 
meetings, minute-taking and related research.  

 

 Assisting with the logistics and organisation of the Human Rights in Healthcare 
events; including travel, accommodation, venues, accessibility, and preparing 
packs and publications for each event.  

 

 Assisting with communications and marketing of the Human Rights in Healthcare 
events, including networking with voluntary and community organisations, 
working with local media, and drafting copy for our website. 

 

 Researching and drafting briefings on various subjects as required by the 
Programmes team. 

 

 Attending external meetings with BIHR staff and assisting with pre-meeting 
preparation.  

 

 Assistance with general administrative tasks at BIHR such as opening the post, 
answering the phone, newsletter and event mail-outs and responding to 
email/post enquiries from the general public. 



 

 

Person specification  
 
Essential 

 

 Excellent oral and written communication skills – including fluency in English 
o Verbal: confident telephone manner, and negotiation and influencing 

skills  
o Written: clear conscience written style with the ability to use plain 

English  

 Good research including the ability to research information on the internet  

 Good IT skills, including an intermediate level of knowledge of Microsoft Word, 
Excel, PowerPoint  

 A self-starter with the ability to work on own initiative and to deadlines 

 Good organisational skills with accuracy and attention to detail 

 Good team-working skills  

 Flexible attitude able to respond positively in a fast-paced environment  

 Willingness to carry out administrative tasks 

 Interest in human rights and their value for people in the UK 
 
Desirable 
 

 Experience of working in an office environment  

 Knowledge and/or experience of community work or local activism  

 Experience of networking/ building relationships with external contacts 
 
 
 

 


