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  JCO - Knowledge Management Internship Programme 2015

Guidelines for the Application Process
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Application Form:

· Please do not leave any field blank. In case the asked does not apply in your case, write Not Applicable or NA.

· In the field Area of Interest, you are only required to share three areas of yours. Therefore, out of the numerous fields specified, you are supposed to select three and share your preference by numbering them.

· Statement of Understanding has to be completed for it is mandatory. Application forms with incomplete statement of understanding will be rejected.

Statement of Purpose:

· Make sure it highlights the essential components of yourself.

· You are required to keep in mind the word-limit (not more than 500 words).

Curriculum Vitae:

· It should not exceed three pages. 
· Make sure you have documentary evidence for all the information mentioned.

Writing Sample:

· It should not be more than three pages (750 words).
· You can write a piece specifically for the Knowledge Management (KM)  Internship application, or you can pick a section from one of your research/academic papers.

· In case you share one of your research/academic papers, please mention the title of the paper at the beginning of the sample.

Letters of Recommendation:

· We need two letters of recommendation. You can provide these in the following ways:
· Get the letters written and signed. Scan the letters and send the scanned files to jcointernship@unicef.org.

· Any of your professors could separately send us the letter of recommendation to jcointernship@unicef.org with your name in the subject line. If this case, you are required to share with us the date on which the recommender sends/sent the letter.

· Make sure the letters are not too old. The closer they are to the date of application, the stronger their impact.

Transcript:

· You are required to send us the latest copy of your transcript. This could be done in the following ways:

· Email us a scanned version of the transcript, duly signed and stamped.

· The university could send the required transcripts by email to jcointernship@unicef.org directly. In this case you are required to share with us the date by which it would reach us.

· Applicants who have just started their MA are required to send their final undergrad transcripts, in one of the manners stated above. Moreover, they should also send a document that testifies their enrolment in the MA programme (a copy of their identity card or a document stating their enrolment duly signed and stamped by the head of the department).   
To avoid rejection:

· Follow all the guidelines.

· Name the files as per the following instructions: If your name is Sarah Parker then the files ought to be named as Sarah_Parker_AF, Sarah_Parker_CV, Sarah_Parker_SOP, Sarah_Parker_WS, Sarah_Parker_LRC_1, Sarah_Parker_LRC_2 and Sarah_Parker_TC.

· In case for a single component of the application there are two or more files, you number them in the right sequence. For instance, Sarah_Parker_WS_1, Sarah_Parker_WS_2, Sarah_Parker_WS_3, Sarah_Parker_WS_4 and Sarah_Parker_WS_5. Make sure the file name corresponds to the exact page number.
