

TERMS OF REFERENCE
           Partnership Interns

1. [bookmark: 1._Overview_of_the_Assignment]Overview of the Assignment

	Project: Skills Development Programme (SDP)

	About: Quality assurance of the financial planning and reporting in the cooperation between SDP and its partners.

	Duration: 15 June 2026 - 15 December 2026 (6 months)

	Location (s): Phnom Penh



2. [bookmark: 2._Swisscontact]Swisscontact
Swisscontact - the Swiss Foundation for Technical Cooperation is an independent, non- profit foundation based in Zürich, founded in 1959 by leading figures from the Swiss private sector and Swiss universities. It is exclusively involved in international development, active in more than 38 countries with 120 programmes with more than 1,000 staff members. At the heart of all Swisscontact’s work stand the private sector and its crucial role for achieving more inclusive economic growth. Swisscontact approaches this through 8 working areas: Initial Vocational Education and Training, Labour Market Insertion, Upskilling and Reskilling, Sustainable Agriculture, Trade, Green Cities, Tourism and Entrepreneurial Ecosystem. Swisscontact has been present throughout South-East Asia for more than 30 years. Swisscontact has been operating in Cambodia since 2013, establishing its office in the country in April 2016.

3. [bookmark: 3._Skills_Development_Programme_(SDP)]Skills Development Programme (SDP)
Skills Development Programme (SDP) is a project of the Swiss Agency for Development and Cooperation (SDC). The SDP phase 3 (2024 to 2028) is implemented by Swisscontact in a consortium with involas and in collaboration with the Ministry of Labour and Vocational Training (MoLVT) and the Ministry of Tourism (MoT). The programme works closely with the government at the national and the provincial levels and with partners such as the National Employment Agency, public and non-governmental training providers as well as companies and small enterprises in the hospitality and other sectors.

4. [bookmark: 4._Assignment_and_Objectives]Assignment and Objectives
The Partnership Interns will support SPLOs to provide technical support in all financial and accounting aspects to all project partners with Swisscontact in Cambodia, which will contribute to high-impact performance and success of program implementation and efficiency in managing grants in accordance with Swisscontact and donor requirements.

5. Scope of Work




· Review and ensure that the monthly and quarterly financial and accounting reports including invoices and all supporting documents are accurate and meet with all Swisscontact and donor’s requirements.
· Provide monthly and quarterly feedback on monthly financial and accounting reports to all partners so they can respond on time.
· Make sure all financial reports from Partners are properly filed.
· Assist Senior Partnership Liaison Officers to ensure all partners' financial documents are in place for both internal and external audits.
· Assist Senior Partnership Liaison Officers to support the program team in reviewing the budget request and settlement payments of partners quarterly.
· Assist Senior Partnership Liaison Officers in monitoring and reviewing the expense of each partner to ensure payments/disbursement are on the right track and in accordance with the contract of the collaborative, approved budget, coding, and work plan.
· Support the Finance team to follow up on advances and alert to team and partners.
· Support the maintenance of the filling system and ensure that all supporting documents are in order and chronological.
· Ensure the archive system of all finance-related documents is regularly updated for easy access and audit purposes.
· Copy and Scan documents of finance & admin tasks.
· Filing the documents at the end of the month and during the month.
· Perform other related tasks assigned by Partnership Liaison Officers.

6. [bookmark: 6._Duration_and_timing_of_assignment]Duration and timing of assignment
The Partnerships Intern will start on 15 June 2026 to 15 December 2026.
7. Requested skills set
· [bookmark: Experience_in_financial_management_syste][bookmark: A_degree_in_Finance,_Accounting,_and/or_]Experience in financial management systems, and program development.
· A degree in Finance, Accounting, and/or Business Administration, or equivalent combination of education, training, and experience.
· Experience in grant procedure and audit.
· Experience working with INGOs and Government Partners.
· Good knowledge of accountancy software and excellent computer skills.
· Good at interpersonal skills and a good team player able to work in multi-cultural environments.
· Flexible and able to work independently and under pressure.
· [bookmark: Good_in_English_(reading_and_writing).]Good in English (reading and writing).
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