
 
 

 

Policy and English 
Teacher Intern 
 
Organisational Context 
ChildFund Australia is an international development agency that works in partnership with 
children and their communities to create lasting and meaningful change by supporting long-term 
community development and promoting children’s rights. 
 
ChildFund Australia directly implements child-focused development programs in Viet Nam, Papua 
New Guinea (PNG), Cambodia, Laos, and Myanmar, and works in conjunction with the ChildFund 
Alliance global partnership to deliver programs in countries throughout Asia, Africa and the 
Americas.  
 

ChildFund Australia’s goals are to deliver quality development programs that are respectful, 
responsive and effective in eliminating or reducing poverty for children, their families and 
communities. 
 

Main Roles 

This Intern position will focus on supporting ChildFund Laos with the roll-out of organisational 
policies (see attachment 1 for a current list of organisational policies).  Working with the Program 
Manager, the Intern will identify policy priorities across the organisation and develop and deliver 
staff and partner training, alongside supporting and monitoring the implementation of a policy 
roll-out plan.  Working with the Development Effectiveness, Learning  and Education Manager this 
position will also be responsible for providing regular English language lessons to small groups of 
youth in four partner communities as part of ChildFund Laos’ Global Community project (a project 
connecting communities in Australia and Laos).  
 
This position will be based approximately 75 per cent in Nonghet, Xieng Khouang province, with 
the remainder of time being spent in Vientiane.  ChildFund Laos will provide informal professional 
development support and mentoring to provide the candidate with the opportunity to engage in 
international development work.   
 

Reporting Structure/Relationships 

 The Intern will report to ChildFund Laos’ Program Manager. 

 The Intern will have no management responsibility. 

 The Intern will provide support across the organisation on all levels. 

 The Intern will be supported with informal professional development by the Program 
Manager, with the support of the Country Director. 
 
 



 
 

 

Responsibilities 

This post holds the following responsibilities: 
 
Policy component of the role (80 per cent of time): 
 
Policy Awareness and Understanding 

 To develop a firm understanding of all policy content and to work with relevant 
policyholders to ensure this understanding is up to date and consistent with policy 
documents. 
 

Policy Roll-Out Design 

 To work with the guidance of the Program Manager with staff and ChildFund Australia 
Sydney office to identify policy priorities for ChildFund Laos. 

 To build on the work of previous ChildFund Laos’ Policy Interns to develop a practical and 
realistic plan for policy roll out that includes orientation, practical action, monitoring, 
evaluation and reflection of policies in action. 

 To build on the work of previous ChildFund Laos’ Policy Interns to develop an 
organisational system for policy orientation, practical action, monitoring, evaluation and 
reflection. To develop and document relevant materials and methodologies to support 
policy orientation, practical action, monitoring, evaluation and reflection. 
 

Policy Roll-Out Support and Reflection 

 To pilot test and revise policy materials and methodologies as appropriate.  

 To finalise orientation packages for identified policies. 

 To implement policy orientation, practical action, monitoring, evaluation and reflection for 
identified policies. Monitoring the mainstreaming and implementation of relevant policies 
at program and project level. 
 

English Language Support component of the role (20 per cent of time) 

 To work with the Development Effectiveness, Learning and Education Manager to define 
the overall approach to delivering English language lessons to community youth 
representatives as well as the coordination requirements with the Global Community 
Officer. 

 To develop/identify (as needed) and deliver project-relevant English language curricula to 
the community youth representatives in four villages. 

 To manage, in consultation with the community youth representatives, the English 
teaching timetable. 

 To track and regularly report on the progress of the youths’ English language skills during 
the course of the teaching. 

  To work with the Development Effectiveness, Learning and Education Manager to identify 
and provide support as needed to the community youth representatives on their English 
language contributions to ChildFund Laos’ Global Community project. 

 

Learning Opportunities 

ChildFund Laos understands that the postholder is unlikely to have significant experience of 
international NGO work in an international development context. Therefore, the organisation is 
committed to providing an induction period that will include: 



 
 

 

 An overview of the structure and systems of ChildFund Australia. 

 An introduction to the work of ChildFund globally and within the Lao PDR. 

 An introduction to the development and cultural context of the Lao PDR. 

 ChildFund policies and procedures. 

 ChildFund’s programming approach and participatory child participation theory and 
techniques. 

 An in-depth understanding of child rights context and practical experiences in the field.  
 
In addition, ChildFund will provide a weekly language lesson (Lao or Hmong) for the postholder in 
the field office and regular support meetings to provide professional support as required. 
 

Working Conditions 

This is a Nonghet-based, full-time position with travel to Vientiane office (approximately 75 per 
cent in Nonghet). Standard office hours run from 0800 – 1630, however, some work outside these 
hours may be required.  The successful candidate will be offered an 18 month intern contract with 
the following benefits: 

 A monthly living allowance of 500 USD per month 

 Accommodation in the field office in Nonghet 

 Perdiem on working days and accommodation stipend while in Vientiane.  
 
The successful candidate is expected to secure personal insurance for the duration of the trip, 
including emergency medical evacuation coverage. 
  
The successful candidate is expected to abide by all of ChildFund’s policies and procedures, 
including the organisation’s child protection policy. 

 
Required Qualifications, Experience and Personal Qualities 

Essential 

 Demonstrated interest in a career in international development and a demonstrated 
commitment to the vision and mission of ChildFund Australia Previous overseas working 
experience. 

 Flexibility, enthusiasm and a demonstrated willingness to learn.   

 Committed for a minimum 18 month period and a willingness to live in a rural area with 
limited services. 

 A relevant degree (or higher) qualification. 

 Experience in teaching a language as a second language. 

 Experience of policy processes within a non-governmental organisation Committed to the 
aims of ChildFund 

 Good computer skills, including MS Office, internet applications and MS Windows, 
experience with OSX and Apple computers would be an advantage. Fluency in English and 
strong communication skills with a commitment to learn local languages 
 

Desirable 

 Practical project management experience 

 Experience of working with/on behalf of children and youth 

 Lao or H’mong language experience 
 



 
 

 

 

Confidentiality 

All discussions and documents relating to this ToR will be treated as confidential by ChildFund. 
ChildFund Laos is an equal opportunities employer. 
 
 

ChildFund Laos has a strict child protection policy and background checks will be undertaken 
prior to any offer of employment. All candidates should submit two professional referees 

including their current or most recent employer. 

 



 
 

 

Attachment 1 - Organisational Policies 

ChildFund Australia currently holds two separate sets of policies relevant to programming: 
Organisational 
• Child Protection 
• Conflict of Interest 
• Informed Consent 
• Corporate Engagement 
• Counter-Terrorism 
• Communications and Reporting on Children  
• Social Media 
 
Programmatic 
• Child and Youth Participation  
• Disability 
• Disaster Risk Reduction 
• Environment 
• Gender 
• HIV and AIDS 
• Partner Engagement 
• Politics and Development 
• Proselytism and Development   
• Reproductive Health 
• Life Threatening Situations 
• Welfare and Development 
• Emergency Response 
 
 
 
 
 

 


