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ISTC Internship Program 

Objectives: 

An internship at the ISTC is a structured practical work and learning experience scheduled within a specific time frame. 

The main objectives of the ISTC Internship Program are: 
- To provide interns with an opportunity to gain practical work experience and to obtain professional qualifications related to their academic program or to their future work in a field related to the ISTC activities; 
- To provide an opportunity for participants of this program to work in the real international organization environment;                                                                                                                                           

and 

- To enable ISTC Secretariat to benefit from the work undertaken by interns.

The Intern will be given specific assignments defined by the department of the ISTC.

Who may apply:

Only graduate students studying in such areas as (technical) sciences, international relations, management and administration, law, communications/PR, linguistics (English language) may apply.

Application processes:

Internships are arranged taking into consideration specific needs of the ISTC Secretariat and its departments. Candidates for Internship are selected based on the submitted applications and Internship schedule.

The final list of the candidates should be considered and approved by the ISTC Executive Committee. The Executive Committee designates a member of staff (a mentor) to supervise Intern during his/her internship program. 

Information about the program and application forms may be obtained from the ISTC Web site or  by contacting the ISTC HR Office.

The Application should be submitted in accordance with the attached Application Form (See Att.1) and then forwarded to the ISTC HR Office via e-mail or fax:

internship@istc.ru, fax: (499) 978 01 10

Administration and Supervision of Interns:

Once selected by the ISTC Executive Committee, the ISTC HR office will contact the newly approved Intern in order to make arrangements for the next step. 

The next step includes practical arrangements of work. An Intern will work under the direct supervision of designated ISTC staff. This staff member (a mentor) will be tasked to develop and provide an Intern with an individual work plan (a scope or work to be performed during the Internship).

An Intern will be asked to complete the following documents:

· Internship Letter of Agreement between the ISTC and individual participant;

· Letter from the University confirming your status as a student;

· Nondisclosure Agreement;

· Copy of State Medical Insurance;

· Copy of a passport.

The average duration of internship is expected to be for 3 months. Interns will work in ISTC office in Moscow and each individual Intern will be provided his /her working place.

At the end of Internship, the Supervisor and the Intern should discuss together the results of the program, whether the goals were achieved and what were the results. In a case of successful completion of the Internship, the participants will be issued a letter of reference covering the area of work and a period of Internship. 

Special conditions: ISTC has no provision for reimbursement of Interns. All costs connected with Internships must be borne by Interns or their sponsoring organizations, including cost of leaving, accommodation, travel. ISTC  has no responsibility or liability for costs arising from damages, travel, accident and/or illness including during an Internship. 

Applications for the internship  January-March 2009 should be made by 7 December at the latest by filling in the attached form and by sending a cv. The final  selection will be made before 15 December 2008.

.

Attachment I - ISTC Internship Program  - APPLICATION FORM

Please fill out and forward to ISTC HR Office by e-mail : internship@istc.ru, fax: (499) 978 01 10

Personal Information:
	1. Family Name, First Name, Gender (M/F):

2. Date of Birth (Day/Month/Year), Place of Birth:

3. Present Nationality:

4. Contact information (address, tel,  fax, e-mail : 




Availability and Interest:
	5. Date and period available for internship:

From: ________________________            To: _________________________

Duration (months): 
6. Are you available for part-time or full-time internship (Please indicate):



	7. Preferred areas of work (select one or two areas from the list):

       -       Administrative and office support;

· Communication and Events support (organizational work);

· Work with databases, web sites information; information analysis;

· Language support;

 8. Skills available: 

-

- 

- 

- 

- 

9. Knowledge of languages:

· Mother tongue :

· Foreign languages knowledge skills (writing, speaking):

10. What are your main objectives to participate in ISTC Internship program:

12. Areas of professional interest:

· Science and Technology

· Political Sciences, Policy Analysis

· International Relations

· Project Management

· PR and Communications support

· Finance

· Linguistics

Other (please specify):




Education and work experience:
	13. Education:

Higher education (University/Institute): 

Year of entry:

Specialization:

Expected Degree:

Career Plans and expectations:

Work experience (if you had any previous practical work experience, please indicate):

· company name

· position

· functions 




References:
	Please indicate of name(s) and contact information of your scientific supervisor(s) at your University

/Institute:




Signature:

Date:

