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Southern Africa 
 

Internship Terms of Reference 
 
The Intern appointed under the Finance Unit will work under the direct supervision of the Finance 
Associate.  The internship will be focussed on experiential learning in inventory management:  
 
Responsibilities: 

 Manage inventory updates, including recording of new assets, submission of cases to the 
property survey board, and managing write-offs.  

 Compile a list of equipment and furniture due for upgrade/disposal.  

 Coordinate monthly inventory verification exercises, and annual inventory verification.   

 Update the UNODC ROSAF Inventory upon completion of the office move. 

 Prepare office-specific asset registers for each office, and verify/update regularly.  

 Review the consistency of records for disbursements for equipment on the UNODC ROSAF Field 
Office Management Ledger (FOML) and the Field Office Fixed Assets Register (FOFAR). 

 Update hand-over documentation for assets: (i) that have been handed over for use during 
project implementation; and (ii) transferred to implementing partners upon project closure.  

 Compile a database of stakeholders, including NGOs and CBOs to whom write-offs can be 
donated.       

 Identify gaps in current inventory management practice, and develop proposals for corrective 
action and improvement.  

 Participate in implementing recommendations for improvement of inventory management. 

 Prepare a presentation on the importance of efficient inventory management as a key aspect of 
accountability for resources under the control of the office.  

   
Applicants should have the following skills and background 

 A tertiary qualification in finance, procurement or public administration (preferably a 3 year 
qualification)   

 Enrolment for post-graduate study is strongly recommended 

 A high level of attention to detail  

 Ability to work systematically 

 Ability to function in a diverse environment  

 Fluency in written and spoken English 

 Literacy in MS Office Suite  

 Previous part-time or voluntary work experience will be an advantage   
 
Please note: 
 

1. Prior work experience is not a necessity, but please clearly outline any relevant experience, be it 
paid or voluntary work. 

2. In line with UNODC internship guidelines, no remuneration is payable for the duration of the 
assignment and costs connected with an intern’s participation must be borne by the individuals 
themselves, and these may include (but not limited to) financial and logistical arrangements for 
own travel, accommodation, permit/visa etc. 
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