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Intern
The post

You will be working in a fast-paced, intellectually demanding environment where much of the work is groundbreaking.  There will be opportunities for the person appointed to contribute in a variety of different ways to difference projects.  The post is based in Coventry, near the railway station and some travel within the UK may be required from time-to-time.

The core duties for the post are:

Research support

· tracking down information and sources of evidence;

· supporting questionnaire design and management;

· assisting with the maintenance of a small library of resources; and

· collating and co-ordinating comments on research reports and other documents.

Communication
· preparing web and/or print ready text in a range of formats for different audiences;

· preparing distance learning and training materials;

· preparing publicity material

· general correspondence (e-mail, snail-mail, telephone etc);

· working courteously and positively with clients; and

· responding appropriately to clients and the team, and in accordance with timeframes set by the activity.

General administrative responsibilities

· maintaining computerised, manual and archive filing systems;

· tracking and monitoring work in progress;

· meticulous record keeping; and

· maintaining charging records e.g. timesheets.

Terms and Conditions

This internship is unpaid. CUREE will, however, cover your travel and subsistence costs.  You will be expected to work normal hours of 37.5 per week for the duration of the internship (excepting bank holidays), and to apply the same standards of work and professional attitudes as we would expect from a regular beginning CUREE employee. 

Our organisation and its work

CUREE has a small core team based in Coventry extended and enhanced by associates some of whom are long standing contributors integrated into the team. At any one time CUREE is about 18 strong.  Associates are home based in the main. As a small group we need little formal internal structures or hierarchy. For operational purposes the staff are loosely grouped into two teams; the ‘content’ team and the ‘business’ team. CUREE will generally be working on around a dozen projects at any one time and an ad hoc project team will be put together to work on that project. Projects usually have a director and a co-ordinator. The co-ordinator will usually be drawn from the content team each of whom will co-ordinate at least one project. So team members will typically be working in two or three project teams at any one time.

Most staff are graduates and have a professional background from teaching, research, policy,  information science, journalism and marketing. We pride ourselves on our flexibility; of the staff and their response to new challenges, and of the organisation in accommodating family friendly working patterns.  People might join us with very specific skills or experience but we expect them to become multi-skilled and we are committed to helping them become so. No-one says ‘I can’t do that’ but someone might reasonably say ‘I can’t do that yet’.

Have a look at our website (www.curee.co.uk) for more information about us and what we do.

Person Specification

	
	Essential
	Desirable

	Qualifications
	· First degree (or equivalent qualification)
	· Degree in numerate discipline

	Knowledge
	· an understanding of core principles of communication; and

· an understanding of the core principles of research, including qualitative and/or quantitative methods.
	· an understanding of the core principles of teaching and learning

· an appreciation of ways in which research and/or evidence can inform practice;



	Experience 
	· using standard office applications including email, word processing and spreadsheets;

· working as part of a team; and

· undertaking research or enquiry.
	· writing for a variety of audiences;

· using research 

	IT Skills
	· file management; and

· sourcing information using the web and web-based databases.
	· web-based content management systems; and

· databases and PowerPoint.

	Skills & attributes
	· administration and organisational skills;

· excellent written and oral communication skills; and

· ability to contribute effectively as part of a team;

· willingness to work collaboratively and non-defensively in a culture of constructive mutual criticism;

· a thirst for learning;

· capacity for honest reflective self appraisal;

· flexibility and multi-tasking; and

· optimism, cheerfulness and an interest in other people.
	· ability to understand/put yourself in the shoes of customer, readers and learners;
· ability to analyse problems or information systematically and in depth; and

· ability to take initiative and to function with strategic rather than day-to-day supervision.
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