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	Position Description

International Policy Forum – Project Officer


Position Title:

Project Officer 

Work Category:
Volunteer

Term of Position:
Jan 2012 – May 2012 (tentative)
Time Commitment 
2-3 hours per week (may vary over time)
Reporting to the Directors of the International Policy Forum (IPF), the Project Officers are responsible for assisting in a range of different administrative and leadership duties. Work may include helping to arrange speaker sessions, updating the main website, disturbing flyers around campus and spearheading individual projects. The Project Officers will also lead small groups of participants in developing, drafting and editing policy proposals for submission to the year-end report. As the Project Officers will often be required to work independently of the Directors, it is vital that they demonstrate strong time management and organizational skills. An integral part of the IPF team and the first line of contact for the general membership, Project Officers must be professional, adaptable, have a positive attitude and work well with others.

	Requirements


· Be currently enrolled as an undergraduate or graduate student of Carleton University for the 2011-12 academic year

· Have at least attained second year standing (applies only to undergraduate students)

	Responsibilities


· Attend and help moderate the various speaker sessions throughout the year (typically held on Friday mornings or afternoons)

· Help update and maintain the IPF website

· Draft invitation letters/e-mails to potential guest speakers and book room locations 

· Work closely with the Directors on a few individual projects related to the subject matter of the year’s research

· Coordinate and lead a small group of IPF members to draft, edit and submit policy recommendations for the year-end report

· Aid in the preparation of a background guide for new and returning IPF members

· Create press releases in conjunction with the Directors to advertise the events and achievements of the IPF
	Benefits


· Meet and engage with academics, diplomats and politicians in an atmosphere typically unavailable to students

· Cultivate practical leadership, administrative and organizational skills

· Become a co-author of a formal policy report

· Gain experience facilitating meetings and managing a small team of researchers

· Engage with like-minded students on issues of global importance

· Acquire unique academic work experience that will stand out on any resume 
	Application Deadline: Sat December 3rd , 2011 by 11:59 p.m.

A detailed resume and cover letter must be included along with your application.

Please submit your application via a single e-mail sent to the following address: 

applications@internationalpolicyforum.com



PROJECT OFFICER

APPLICATION FORM

Name: 



____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________   


 (Last)
                                


(First)

E-mail Address:



____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________   
Program of Study:






____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________   




(Major Subject)


     (Year Standing, i.e. “Third Year”)

	Resume and Cover Letter


Please include a one-page cover letter with this application which briefly highlights what individual skills and qualities you believe would make you an outstanding Project Officer
Attach a resume which clearly details prior education, any relevant work or volunteer experience, scholastic achievements and additional information that you deem pertinent to position of Project Officer

	Questions


Please answer the following questions in a separate document, keeping each response to approximately 200 words. 

1. Why do you think you would be a good candidate for the IPF? Why should we choose you? 

2. Briefly, what realistic modifications to Canada’s current aid policies would you recommend, and why? 
3. What policy initiatives should be introduced to foster greater trade and investment relations with Latin America and the Caribbean?

4. How can the Government of Canada inform its policy in Latin American and the Caribbean in light of its deepening relations with Mexico through NAFTA. 

5. In your opinion, should Canada have required Latin American Nations (Peru, Columbia) to sign complimentary labour and environment side agreements alongside their trade agreements?  Why?
6. What is the largest gap in the existing Canadian economic policy towards our relations with Latin American and Caribbean states?

	Application Components – Checklist


1. Completed Project Officer Application Form (i.e. this document)

2. Question responses

3. A detailed resume and cover letter
**Please submit documents in either Microsoft Word 2003 or 2007**  
Note: Due to the volume of applications received every year, only successful candidates will be contacted
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