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Internship Terms of Reference 

IGAD corporate services  - Legal Unit Support  

August 2022 

Title Internal policies Intern  

Reporting to Overall guidance and direct supervision of the Legal unit 

Time to Work Fulltime  

Job Location IGAD Secretariat, Djibouti 

Timeframe To be varied based on need. 

I. Introduction  

The Intergovernmental Authority on Development (IGAD) is a Regional Economic Community 

with a membership of eight countries in the Horn of Africa region namely- Djibouti, Eritrea, 

Ethiopia, Kenya, Somalia, South Sudan, Sudan and Uganda. The Secretariat of IGAD is located 

in the Republic of Djibouti.  

Established in 1996, IGAD is mandated to promote regional cooperation and integration to add 

value to member states’ efforts in achieving peace, security and prosperity.  

II. Internship Purpose: 

The Legal Unit, located in the Office of the Executive Secretary (ESO) is responsible for providing 

overall technical leadership and advisory support on all legal, regulatory, and legislative matters 

involving IGAD Secretariat. The Legal unit is also tasked to develop various tools to ensure and 

measure compliance to internal policies, rules and regulations.  

IGAD has developed policies, rules and regulations of international standard. The major gap 

observed was the lack of familiarity from employees, due to insufficient induction to rules. Further, 

all professional employees should know and be able to produce concise reports and other 

documents (concept note, summary analysis, etc.), and present IGAD, its mission, vision, 

programmes and institutions. Furthermore, employees’ effectiveness is affected by their mastering 

of office software. 

To this end, IGAD is seeking an intern(s) who will learn from and support the legal unit operations 

in the IGAD Secretariat, and more specifically documentation and training in internal policies, 

systems, rules, and regulations. Interns will gain first-hand knowledge and experience of internal 

policy compliance functions of an international organization and an understanding of the unique 

considerations of corporate social responsibility in the greater Horn of Africa region. 

III. Tasks and Responsibilities: 
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Under the overall guidance of Legal counsel, the Intern will be tasked with the following duties 

and responsibilities:  

1. Acquire basic knowledge on IGAD’s corporate strategies, policies, programmes and projects. 

2. Conduct background research and analysis on topical themes and supporting the Legal and 

Policy Units in data collection and analysis processes. 

3. Provide administrative support in the preparation of trainings, workshops, conferences and 

meetings for the Legal unit, and other functions or programmes. 

4. Attending meetings and drafting summaries, notes and or minutes for review and internal 

distribution. 

5. Performing other tasks as may be assigned by the Head of the Legal Unit. 

IV. Key Deliverables: 

The key deliverables of the Intern(s) shall include, but is not limited to:  

1. Draft online training tools on IGAD internal policies 

2. Draft technical reports, presentation talking points, and speeches. 

3. Administrative support during meetings, trainings, workshops, and other events  

4. Deliverables on other specific tasks as may be assigned from time to time. 

V. Expected Learning Outcomes: 

IGAD will offer the intern(s) with a unique opportunity to work closely with development analysts, 

planning and programming specialists, policy and legal experts and administrative specialists to 

enrich their theoretical and practical knowledge on corporate governance in international 

institutions.  

The intern(s) will also sharpen their research skills and gain valuable exposure to policy 

sensitization, negotiation and validation, development of learning and training tools, and will 

network with IGAD staff in a dynamic and multicultural setting.  

VI. Qualifications and Experience: 

1. University degree in law, public administration, international relations, policy analysis & 

management, political science, public policy, or related fields 

2. Experience in corporate governance, institutional administration, and related fields 

3. Good analytical skills in gathering and consolidating data for practical implementation; 

4. Good in organizing and structuring various tasks and responsibilities  

5. Excellent contextual, analytical, writing and oral communication skills 

6. Computer literacy skills, especially the use of word processing, Excel and power point. 

7. Excellent knowledge of English is required and French is desirable. 

8. Ability to work in a diverse socio-cultural environment 

9. Familiarity with situation, developments and trends international development & partnerships, 

Horn of Africa, Africa and globally. 

 


