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16 May 2019
JOB DESCRIPTION AND CALL FOR APPLICATIONS FOR BRITISH EMBASSY, BELGRADE COMMERCIAL SECTION INTERN
The Commercial Section (“UK Trade and Investment”, UKTI) of the British Embassy, Belgrade, shall hire one intern, for a period of approximately six months, beginning work in May/June 2013.

Job description and terms of the internship
The UKTI intern will support the work of the embassy’s four-person UKTI team.  The intern will spend their time approximately as follows:

	Research, analysis and customer service – 50%
	Assist the team’s daily work on briefing UK companies on opportunities, risks and processes for exporting to Serbia.  

Research into relevant industrial sectors, and identification of potential customers, business partners, relevant local events and business opportunities for UK firms.
Research relevant laws, regulations, processes, key ministries and agencies

A strongly-performing intern will communicate directly with UKTI’s customers; and represent the embassy at events in Serbia.

	Administrative support – 30%
	Data entry; book travel and accommodation; prepare the technology for web-conferences; analyse the team’s performance against its targets; liaising on e.g. ICT issues; and other ad-hoc administrative tasks.
A strongly-performing intern will prepare briefing notes for the British Ambassador and Head of UK Trade and Investment; become involved in preparation of budget returns; and will periodically represent the commercial section at internal embassy meetings.

	Project work – 20%
	An intern comfortable with their core tasks will be asked to complete an in-depth study of a particular industrial sector or business opportunity

A strongly-performing intern will:

· Prepare for and make a business outreach visit to the UK or elsewhere; and/or
· Develop a strategy and plan for UKTI Serbia’s stance in the traditional and new/social media; and/or
· Conduct a project of significant commercial, diplomatic or corporate (administrative) value to the British Embassy of the intern’s own choosing and design; and/or
· Spend time working in another British Embassy section.


The internship is a voluntary educational experience, therefore no salary shall be provided.  However the intern shall receive a small travel and subsistence stipend of €15 per day worked, paid on the last working day of each month.  Corresponding social security contributions will also be paid.  The internship will be on a full-time basis.  Ordinary working hours are 8am-4:30pm Monday-Thursday with 45-minute lunch breaks, and 8am-1pm on Fridays; however in special circumstances with a good justification, different working times can be agreed.  The internship will last for approximately 26 weeks, with precise arrival and departure dates agreed according to the mutual needs of the intern and the embassy.  The intern will be entitled to 10 days of annual leave during this time.
The intern will have some access to UK Government formal and informal training opportunities and will be encouraged to make use of their internship to develop a wider set of personal skills.

The internship will not offer the possibility for extension or for permanent employment.  Nor does it guarantee eligibility for a UK visa, nor the opportunity to receive one free of charge.  The embassy will retain the right to terminate the internship at any time, due to dissatisfactory performance or conduct; serious breaches of security or the reasonable suspicion thereof; or a significant change in the embassy’s operational needs.

The intern will be line-managed by a full-time member of the commercial section, and will receive mentoring from their line manager and the wider team.  Mid-term and end-of-internship reviews will be conducted, and the intern will be expected to present a reflection of their time at the embassy upon departure.

UK Trade and Investment at the British Embassy, Belgrade

UK Trade and Investment is the UK Government department responsible for: helping British exporters to enter new foreign markets; for assisting UK companies operating overseas when they face a problem; and for attracting foreign investment into the UK.  At the British Embassy, Belgrade, we only conduct trade and support work, not investment.  We do this by responding to enquiries received from UK firms, or their representatives based overseas; by travelling back to the UK or to other western European countries to meet and brief UK firms in person; by delivering research reports and promotional events through UKTI’s chargeable services; by organising conferences and trade missions; and by making representations on behalf of UK companies to e.g. senior government officials.
The commercial team has ambitious targets to meet, set by UKTI headquarters in London.  It strives every financial year (April to March) to assist a certain number of firms; publish a certain number of business opportunities; generate a certain amount of contract wins; and earn a certain level of revenue through chargeable services.  It is monitored by an external survey organisation on the quality of its service to firms.  The intern would be directly engaged in helping the team to meet these targets.

The commercial team at the British Embassy consists of one UK diplomat as (part-time) Head of Section, a locally-engaged Director of Trade and Investment, and two locally-engaged Deputy Directors.  The British Ambassador and Deputy Head of Mission also take a close personal involvement in commercial matters, and are in daily contact with the commercial team.

The British Embassy, Belgrade

The British Embassy, Belgrade, at Resavska 46, represents the whole of the UK Government in Serbia; the British Ambassador is Her Majesty the Queen’s overseas representative.  Apart from trade, the embassy is involved in a number of activities including political work, press relations, project funding, defence relations, police and immigration co-operation, consular assistance for UK nationals, issuance of UK visas, and – indirectly via the British Council – cultural co-operation and language examinations.  The Embassy has around 80 staff, the majority of whom are Serbian nationals.

Pre-requisite requirements for applicants
No experience of commerce or business is necessary.  However strong candidates will have a demonstrable ability to learn quickly, and have a grasp of the core concepts of international business, economics and public administration.  Applicants must be literate in the use of basic Microsoft software packages, and able to familiarise themselves quickly with unfamiliar database software.  Applicants must be fluent in both the English and Serbian languages, in oral, aural and written forms.  Language ability will be tested at the application and interview stages.

Applicants must be 18 years or over; not have a criminal record or be subject to a criminal investigation.  Background security checks will be made on the successful applicant.

The British Embassy is an equal-opportunities employer.  We can make reasonable adjustments for applicants with disabilities.

Application process
Eligible applicants interested in applying should, by 0900h, Monday, May 13:

1. Complete and return the Application Form (at Annex A of this letter) by email to Belgrade.Com@fco.gov.uk with the subject line “INTERNSHIP APPLICATION – [your full name]”.

2. Together with the application form, submit by email a letter, written in high-quality English and no longer than 600 words, which clearly states:

a. Your motivations for applying for the position;

b. What you hope to get out of an internship at the British Embassy, in terms of personal and professional development;

c. Reasons you believe you would be a strong candidate for the position, with a particular focus on your skill-set.

3. A short resumé listing your educational background and any significant work experience, and some details of your hobbies and interests.

Please do not include a photograph with your application.  Applications received after 0900h, Monday May 13 will not be considered except in exceptional circumstances.
A sift of applications will be conducted by the hiring manager and two other members of Embassy staff.  Sifts will rank applicants according to the strength of their motivations for applying, their stated ability to perform the job, and relevant previous experience and skills.  All applicants will be informed of the outcome of this sift.  There will be no opportunity for unsuccessful applicants to appeal the sift decision.  

Successful applicants will be invited to interview during the week commencing 20 May.  Applicants successful in the sift but unable to come to the British Embassy, Belgrade during this week will not have the opportunity to interview at another time.

Applicants invited to interview will, upon arrival at the British Embassy, be first invited to complete a short essay (of only 200 words or so) by hand, answering one question concerning export promotion.  This essay will test the applicant’s English language skills and problem-solving ability.  The interview itself will be conducted by a small panel of embassy employees.  It will last about half an hour and will be conducted in the English language.  It will be a ‘competence-based’ interview: i.e. the interview panellists will ask for real-life examples of where the applicant has demonstrated a particular professional ability, such as e.g. delivering results under pressure, or successfully and quickly learning a new job or skill.  The job will be awarded solely on the strength of the candidates’ ability to demonstrate their competence in these professional skills, and the quality of their written submissions.
All applicants will be informed of the outcome of the interview within six working days.  The successful applicant will be offered a provisional position, subject to acceptance of a contract and a background security check.

Alex Brooks

Alex Brooks

Head of UK Trade and Investment

British Embassy, Belgrade

ANNEX A – APPLICATION FORM

	1
	Personal information – to be completed by the Applicant

	Name
	
	Nationality
	

	e-mail address
	
	Telephone number
	

	Dates unavailable to work between Monday, 27. May and Friday, 20. December
(Reasonable unavailability for short periods will not affect the applicant’s prospects in the sift.  However any required absence not stated here might not subsequently be granted as leave to the successful applicant)
	

	I confirm that I have no criminal record
	Y/N
	I confirm that I am not presently under criminal investigation
	Y/N

	I confirm that I am eligible to work in the Republic of Serbia
	Y/N

	I confirm that I am available for interview between Monday, 20. May and Friday, 24. May
	Y/N
	I confirm that I understand and agree to the conditions of the internship
	Y/N

	Please provide details of any physical disabilities, or reasonable adjustments to your workplace you may need in order to carry out your duties
	




