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JOB DESCRIPTION

Job Title:		Business Development & Innovation Intern

Location:		Abuja

Responsible to:	Business Development & Innovation Specialist 
Duration:		12 Months 

Summary
The Intern position is an opportunity offered by ActionAid Nigeria (AAN) for young graduates to earn a post NYSC experience. It is therefore both a learning and value-adding relationship between interns and AAN. The intern is expected to take advantage of the space offered for experience gathering, self-development, while providing quality service to ActionAid Nigeria.

Job Purpose:

The overall purpose of these position is to provide valuable support to the Business Development and Innovation Directorate by assisting primarily in Institutional Partners & Development fundraising and other fundraising efforts of the BD&I Directorate, by participating in fundraising events, campaigns, and community outreach initiatives to help raise awareness and funds for the organization's projects and programs.

Specific Duties & Responsibilities:

· Provide support to the Business Development & Innovation Specialist on searching and identifying potential donors for fundraising engagements. 
· Support in desk research across the various AAN thematic issues for business developments
· Develop concept notes and budgets for Business Development writeshops and other fundraising events as may be assigned. 
· Participate in business development writeshops as may be required and in other relevant fundraising events. 
· Managing and updating information related to actual and prospective donors including the ActionAid Contract Management System (CMS)
· Provide administrative support for periodic requisitions and equipment allocated or used in this role. 
· Ensuring confidentiality of information pertaining to ActionAid Nigeria and personal data in the course of this role.
· Representing ActionAid Nigeria in a responsible manner as per the organizational values, ethos and norms.
· Compliance and adherence to all policies, guidelines and codes of conduct required for this role
· Perform any other responsibility as may be assigned by the BDI Specialist and or the BDI Director. 

[bookmark: _Hlk169869025]Key Working Relationships
· Internal Relationships: Entire AAN team
· External Relationships: Project Partners, Service Providers, and Consultants

Persons Specification:

	[bookmark: _Hlk169869176]Attributes/Skills
	Essential 
	Desirable

	Education/
Qualifications
	· First degree in Social Sciences or Arts/Humanities, Accounting, Banking & Finance or other relevant courses

	· Relevant professional certification

	Experience
	· Relevant NYSC experience in the related fields is essential.
· Minimum of 1-year experience preferably in the INGO/NGO sector
	· Experience in supporting training/meetings.

	Skill Abilities
	· Sound knowledge of Microsoft tools (MS Office Word, Excel, PowerPoint etc.).
· Excellent written and verbal communication skills.
· Planning and prioritization skills
· Excellent (proven) interpersonal skills
· Strategic thinker with analytical problem-solving abilities
· Negotiation and Multitasking skills
· Strong organizational skills with attention to detail.
	

	Personal Qualities
	· Creative and takes initiative.
· Comfortable approaching and engaging with people in public settings.
· Strong commitment to ethical fundraising practices.
· Team player with the ability to work collaboratively in a multicultural environment.
· Able to work effectively in a diverse team environment
· Self-motivated person able to work with minimum supervision
· Ability to relate with AAN’s mission values, and objectives.
· Enthusiasm for the organization's mission and values
· Teachable and trainable 
· Proactive and self-motivated with a positive attitude to work.
	



Signed by: 		__________________________________________________
			Business Development  & Innovation Intern 


Signed by: 		____________________________________________________
Business Development & Innovation Specialist
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