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INTERNSHIP VACANCY NOTICE

Job title: Admin and Finance Intern

Vacancy number: 01/22

Contract Type: Internship

Duty Station: Bogota, Colombia

Start date: March 2022

Duration: 6 months (with possible extension up to 2 months)
Closing date: 25 January 2022

GENERAL CONTEXT

Colombia sigue siendo el pais que recibe el mayor nimero de venezolanos, con un total de méas de 1,74 millones a
principios de 2021 (lo que representa aproximadamente el 37% de los 4,6 millones de venezolanos en la region).
Ademas, se estima que 845.000 colombianos (incluidos aquellos con doble nacionalidad) han regresado a Colombia
desde Venezuela en los dltimos afios, lo que puede incluir a los que regresan de manera temporal. Segun Migracion
Colombia, se estima que alrededor del 56% de los venezolanos en Colombia se encuentran en situacion irregular
y, por lo tanto, mas expuestos a riesgos de proteccion. Desde marzo de 2020 hasta junio de 2021, la frontera
Colombia-Venezuela se cerr6 oficialmente para contener la propagacion de la pandemia, pero incluso después de
la apertura de la frontera del 2 de junio de 2021 en el lado colombiano, los venezolanos contintan ingresando al
pais principalmente a través de puntos de cruce informales controlados por grupos armados. Estos movimientos
irregulares conllevan un mayor riesgo de violencia (especialmente violencia de género), explotacion sexual, trata y

contrabando, reclutamiento de nifios y separacién familiar.

En febrero de 2021, el Gobierno de Colombia emitié un Estatus de Proteccién Temporal (TPS) que probablemente
beneficie a los 1,74 millones de venezolanos que ya se encuentran en Colombia, asi como a los que llegan a través
de los puntos fronterizos oficiales durante los préximos dos afios. EI TPS proporciona un estado de proteccion de
10 afios y acceso a una gama completa de derechos que incluyen atencién médica, educacion, empleo formal e
inclusion financiera. Sin embargo, la xenofobia contra los venezolanos ha aumentado considerablemente en el
ultimo afio y se prevé que empeore con la introducciéon del TPS. La desinformacion y la percepcién de que los
venezolanos les quitaran oportunidades laborales a los colombianos, alimenta el descontento general y hace que
sea aun mas dificil para los refugiados y migrantes conseguir un trabajo. No obstante, ACNUR cree que el TPS es
un camino muy prometedor para abordar la situaciéon de vulnerabilidad de los refugiados y migrantes venezolanos

gue se encuentran en situacion irregular.
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Esta situacion continla exacerbada por la pandemia COVID-19 que ha tenido un impacto devastador en Colombia,
especialmente en refugiados, migrantes, desplazados internos (PDI) y comunidades de acogida, algunos que han
perdido sus medios de vida y han sido desalojados de sus casas. Las preocupaciones econémicas y de proteccion,
incluidos los actores armados ilegales que han aumentado el control sobre las comunidades, aprovechando el

COVID-19y la presencia limitada del Estado, llevaron a que mas de 136.000 venezolanos regresaran a su pais.

PURPOSE AND SCOPE OF THE INTERNSHIP

The Admin Area in the Bogota, Colombia, requires an Intern to perform the following tasks:

e Assist in dealing with documents for expenditure and income

e Support the processing of travel requests and collect travel reports

e Analysis of travel reports for certification follow-ups.

e Assist in scanning of vouchers.

e Support the process consolidation of digital documents for voucher supports

e Support for the review and classification of CBI bank cards from Banco de Bogota.

o Promote the practice of a Quality Management "system" or control, which allows measuring, controlling, and
monitoring the effectiveness of the billing and payment processes and those internal procedures of the unit.

e Monthly follow up and logistics for the verification of information about payroll discounts with the units and/or

offices involved.

ESSENTIAL MINIMUM REQUIREMENTS

e Education:
Studying (latter semesters) or completion of undergraduate of Business Administration, Public Accounting,
International Business or any related major in the field;

e Experience working with diverse people and cultural awareness;

¢ Intermediate level of English, fluency in Spanish;

e Excellent written and verbal communication and interpersonal skills;

e Customer care skills, leadership and self-management;

e Experience with Microsoft Word, Excel, PowerPoint (intermediate) and basic administrative skills; and

¢ Ability to work well under pressure and manage multiple tasks.

DESIRABLE COMPETENCIES

e Showing a genuine interest in learning and adapting.

INTERNSHIP CONDITIONS
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e The Intern shall be responsible for their costs associated with visas, stay and support in the country of
assignment as UNHCR will only provide a Food and Transportation Allowance;

e UNHCR is not responsible for medical insurance, nor for liability or accidents or illnesses incurred during the
internship.

e If the internship is performed as a requirement to obtain a degree, its acceptance is subject to the presentation
of a proof of affiliation and the payment of the contributions to the General System of Labor Risks (ARL, as it is
known in Spanish) processed by the University or Higher Education Institution;

e In case of a Safety Risk Assessment (SRA) change that occurs during the execution of the internship, it may
be suspended in order to protect the integrity of the Intern;

e The intern cannot go on a mission under any circumstances. This includes any place that is outside the office
or duty station where the internship is carried out; and

e The acceptance of these Terms of Reference means the Intern will adhere to the UNHCR Code of Conduct.
ELIGIBILITY
To qualify for an internship with UNHCR, one of the following requirements must be met:

e Be arecent graduate* or current student in a graduate/undergraduate school programme from a University
or Higher Education facility.

e Have completed at least two years of undergraduate studies in a field relevant or of interest to the work of
the Organization.

* Recent graduates are to be considered those persons who completed their studies within one year of applying for
an internship with UNHCR.

SUBMISSION OF APPLICATIONS

If you wish to be considered for this vacancy, please submit your Personal History Form (PHF) and its
supplementary pages (if applicable), by e-mail with “01-22 LASTNAME, Name — Admin Intern Bogota, Colombia”
in the subject line to: colbovac@unhcr.org by 25 January 2022. Only shortlisted candidates will be notified. No late
applications will be accepted.

UNHCR is committed to diversity and welcomes applications from qualified candidates regardless of disability,
gender identity, marital or civil partnership status, race, color or ethnic and national origins, religion or belief, or sexual
orientation.

UNHCR does not charge any fee at any stage of the recruitment process (application, interview meeting, processing,
training or any other fees).
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