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Assignment Proposal Form

Intake 29 (October 2010 mobilisation)

How to Propose an AYAD Assignment:
In consultation with the AYAD Program’s In-Country Manager (ICM), Host Organisations and/or Australian Partner Organisations can propose an AYAD Assignment by completing all sections of the Assignment Proposal form attached. 

Once completed, please submit the Assignment Proposal form via email to the ICM. Incomplete Assignment Proposal forms will not be accepted.

The AYAD Program will then assess the suitability of the Assignment Proposal against the following criteria:

· Country Volunteer Strategy (CVS) – the AYAD Program has a strategy/framework for the sectors and geographical areas they place volunteers in each country. For more information please contact your ICM. 

· Capacity Building Focus – assignments cannot replace local staff. The focus of the assignment should be to work with local staff to build their capacity and that of the organisation. 

· Host Organisation – must have the capacity to host a volunteer.  This includes the provision of appropriate workspace, any resources required for the volunteer to achieve their assignment outcomes and a supervisor and counterpart(s) who will work directly with the volunteer.

· Sustainability of Outcomes – the volunteer should work towards outcomes that will continue to benefit the HOs work upon the volunteer’s departure. 

· Realistic Expectations – there must be realistic expectations of what the volunteer will be able to contribute during their assignment. Expectations should match the requested skills and experience of the volunteer and the length of the assignment. 

For further information please contact the ICM. Support is also available for Australian Partner Organisations through the Australian AYAD Management Team at apo.ayad@austraining.com.au.

Who to Submit Your AYAD Assignment to:

	ICM name: 
	Jonas H. Tetangco

	Phone number:
	(02) 910 5187
(Work)

(Mobile)

	Email:
	hhelmuth@devconceptsph.com


When to Submit your AYAD Assignment:

For Intake 29 (October 2010 mobilisation), assignments should be submitted to the ICM by 24 FEBRUARY 2010.

Assignment Proposal Form
	General Information

	Assignment Code:

(Official use by Adelaide only):
	

	Assignment Subsector:

Please select from the list in Appendix B:
	

	Position Title:
The position title must accurately describe the job to be performed by the volunteer
	

	Proposed Start:
(Month/Year)
	

	Proposed End:
(Month/Year)
	

	Duration:
(eg: 12 Months)
	

	Assignment Location:
City (or nearest town) followed by Country (eg: Vientiane, Laos)
	

	Nominated Candidate Details: 
(where applicable)
	Yes   FORMCHECKBOX 
  there will be a nominated candidate for this assignment. 

	Name of Nominated Candidate:
	

	Phone number:
	

	Email: 
	


	Host Organisation Details

	Name of Host Organisation (HO):

The full name of the HO. Abbreviations or acronyms should follow the full title in brackets i.e. Institute of Tropical Biology (ITB)
	

	HO Office Location: 
	

	Has the HO hosted volunteers previously?
If yes, please provide volunteers name(s) name of volunteer program, year hosted, and how this assignment builds on sustainability of outcomes from previous volunteer(s) where applicable.
	


	Supervision and Support
Please nominate someone from the Host Organisation who will supervise the work of the volunteer. This person will be expected to meet with the volunteer on a regular basis and provide direction and support on the progress of the assignment. Note: The AYAD Program only places AYADs in a workplace where an English speaking supervisor and counterpart are available. 

	Supervisor’s Name: 
(Include title, eg. Mr, Mrs, Ms, Dr, etc)
	

	Position in the HO:
	

	Postal Address:
	

	Phone Number:
	
(Work)

(Mobile)

	Email:
	

	English Language Skill:
	Basic  FORMCHECKBOX 

Intermediate  FORMCHECKBOX 


Advanced  FORMCHECKBOX 


	Information on the Volunteer’s Supervisor:

How long they have worked with the HO, background and experience.
	

	Counterpart

A counterpart is a local person who works directly with the volunteer. The counterpart should report to the same supervisor as the volunteer and will directly benefit from a two-way skills share. 

	Counterpart’s Name:
(Include title, eg. Mr, Mrs, Ms, Dr, etc)
	

	Position in the HO:
	

	Phone Number:
	
(Work)

(Mobile)

	Email:
	

	English Language Skill:
	Basic  FORMCHECKBOX 

Intermediate  FORMCHECKBOX 


Advanced  FORMCHECKBOX 


	Information on the Volunteer’s Counterpart:

How long have they worked with the HO, background and experience.


	


	Australian Partner Organisation* 

Complete this section only if this assignment is linked to an APO

*An Australian Partner Organisation (APO) is an Australian organisation that a Host Organisation has links with who can assist in sourcing and supporting volunteers.

	Name of Australian Partner Organisation:

The full name of the HO. Abbreviations or acronyms should follow the full title in brackets i.e. Institute of Tropical Biology (ITB)
	

	APO Office Location:
	

	APO Contact Person:

Please nominate an Australian-based contact from the APO for this assignment
	

	Position:
	

	Postal Address:
	

	Phone Number:
	
(Work)

(Mobile)

	Fax:
	

	Email:
	


	Assignment Information

	Position Summary:
Describe the overall objectives of the assignment (1-2 paragraphs only). Think about how this assignment relates to the HO, why this assignment is needed and what the volunteer will be doing. 


	Capacity Building Focus:
Please identify the capacity building needs which this assignment will focus on (refer to Appendix A. Capacity Building Focus). 


	Assignment Outcomes:
Outline the “results” that the volunteer is expected to achieve by the end of their assignment. Outcomes (results) should be realistic and reflect the time allocated for this assignment. Please use dot points and list results in past tense, e.g ‘Conducted training in…” Please copy/paste these outcomes onto the Work Plan.
· 


	Qualifications and Experience

	Essential Minimum Qualifications:  

List the minimum essential qualifications required for the volunteer to successfully carry out this assignment, e.g. Bachelor Degree in Economics or similar field. Consider the realistic qualifications achievable by young Australians aged between 18-30. Applicants without the essential minimum qualifications and/or experience cannot be considered by the Selection Panel. If it is not essential it should be listed under ‘Desirables’.


	Essential Minimum Experience:  

Specify the minimum experience required for the volunteer to successfully carry out this assignment.
· 

	Desirables: 

Identify any desired skills or qualities to assist in ensuring the right person is identified for the position.



	Support Strategies

	Support Strategies:
It is important that the volunteer is welcomed and supported throughout their assignment. In addition to the support provided by the ICM, please identify what type of support the organisation will be able to offer.  


	Sustainability Strategies

Please indicate the strategies to be employed to ensure assignment outcomes are sustainable. This may include ongoing or predicted benefits for the Host Organisation including building the capacity of local staff, training, developing resources such as manuals or improving systems development.



	Description of the Workplace:
Please provide a description of the physical work environment in which the assignment is located, identifying available resources and facilities (e.g. workstation, printer, phone, fax, etc). Include a description of any field work locations where applicable.


	Accommodation:
Please provide information on accommodation options. Suitable, secure and affordable accommodation options must be identified by the Host Organisation before the assignment is submitted. 


	Information on any resources the volunteer should bring with them

Are there any resources the volunteer should bring with them to help perform their assignment. NOTE: The volunteer CANNOT be expected to bring a laptop or other computer to support their assignment.



	Additional Information

	Is this Assignment in a Remote Location?
If yes please discuss the Remote location policy with your ICM.
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	Child Safe Practices:
Will the volunteer have significant contact with children through this assignment?
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

If yes, please provide details:



	External Funding:

Does the HO or APO receive any external funding for the project that the volunteer assignment is related to?

Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

If yes, please identify donors:

AusAID 

ACIAR: If yes, please provide Project Number ​​​__________

Other(s): ____________


 Work Plan
	Work Plan for the Volunteer 

This work plan is a draft and should be reviewed during the volunteer’s orientation period to ensure it is still relevant to the needs of the Host Organisation.

	Assignment

Outcomes
(as listed above)
	Tasks required to achieve each outcome
	Time for each task
 to be completed (weeks/months)

	EXAMPLE: Trained 

HO team members in xxxxxx
	· Complete a needs analysis and consultation process with HO team members, director & external advisors

· Develop training manual together with counterpart outlining xxxxx, xxxx and xxxx

· Facilitate six regional participatory workshops to brief team members on tools in the new manual 
	4 months

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	


Note: All assignments should have an orientation period allowing the volunteer time to familiarise themselves with the operations of the Host Organisation and country.
Appendix A:

Capacity Building Areas to consider:

One of the key requirements of the AYAD Program is that volunteer assignments build local capacity and have sustainable outcomes. 

You can use the following examples to identify where the focus of this assignment may be able to assist in capacity building within your organisation. We have identified six areas where you may find your organisation is in need of capacity building. You may also identify other capacity building needs for your organisation which you would prefer the assignment to focus on.

Governance:

· Development of organisation missions and goals

· Strategic planning

· Registration with local authorities

· Development of a constitution
· Working with the Board, Management Committee or other ‘governing body’
· Production of an annual report
Management Practices:

· Development of program plans

· Organisational structure
· Development of systems to record activities, including the successes and challenges
· Development of information management systems such as filing systems or databases
· Systems to manage day-to-day administration
· Staff able to use computers to assist them in their work
Human Resource Management:

· Documentation of job descriptions, contracts and rates of pay

· Development and documentation of staff outcomes or targets 

· Training opportunities for staff

· Supervision and support of staff by management

· Regular or sufficient staff meetings
· Documentation of human resource policies covering issues such as staff recruitment, conflict resolution, dismissal and promotion
Financial Management:

· Documentation of procedures and processes for managing funds
· Development of processes to develop a program budget
· Reporting of financial information in a timely way

· Developing formal accounting qualifications within your organisation

· Development of planned approach to fundraising
Service Delivery:

· Having the skills necessary to undertake core activities

· Having procedures and guidelines in place to guide core activities

· Measurement of success in undertaking core activities

· Making improvements to the way an organisation undertakes core activities
External Relations

· Communication with grassroots constituencies

· Development of networks with NGOs, donors, Government agencies and the private sector

· Public relations activities to attract support
· Contacts with the media
· Production of a regular newsletter or update
Appendix B:

Assignment Subsectors:

Agriculture 

Arts and Culture
Business Development 

Climate

Communications 

Community Development 

Disability 

Education 

Engineering

Environment

Finance/Accounts

Gender GIS/Mapping

Health 

HIV/AIDS 

Hospitality 

HR (Human Resources) 

Human Rights / Trafficking / Refugees

Infrastructure

IT/ICT (information Technology / Information and Communications Technology)

Knowledge Management

Medicine

Natural Resource Management

Office Administration

Policy and Law

Social Work

Sports

Tourism 

Trades 

Veterinary Science 

Water and Sanitation
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