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Role description: Pacific Programme Research Volunteer 
1. General 

Job Title:  Pacific Programme Research Volunteer  
Location:  Tufnell Park, London NW5 
Reporting to:  Pacific Programme Director 
Timing:   Three days per week, three months starting from mid August  
Application deadline:  Applications close 9am Friday 4 August 
Interviews:   Thursday 10 and Friday 11 August 
 
Programme Information 

Conciliation Resources have been working in the Pacific region for over 20 years. We work with local partners 
in both the Republic of Fiji, and in Bougainville, an autonomous region in Papua New Guinea.  

Bougainville 

The 2001 Bougainville Peace Agreement saw the end of almost a decade of violent conflict on the island. As 
the island advances towards a referendum on its political status (to be held in 2019) it faces numerous 
challenges, many of which are legacies of this past conflict.  

Conciliation Resources, in partnership with the Nazareth Centre for Rehabilitation (an NGO in Bougainville), 
developed a three-year programme of work with the aim of: 

o Strengthening community analysis and conflict resolution mechanisms in Bougainville. 

o Building the skills of key peacebuilding actors in Bougainville. 

o Improve cohesion and collaboration between peacebuilding initiatives in Bougainville 

Fiji 

2014 saw Fiji hold its fist elections since the military coup of 2006, heralding a new era for a country with a 
troubled history of political instability. At the heart of this turbulent past, lie long-standing ethnic and political 
divisions and a lack of inclusive dialogue as a means of resolving conflicts.  

Conciliation Resources’ long-term goal in Fiji is to support local people and local initiatives in changing Fiji’s 
political environment to one that enables a peaceful transition from military rule to sustainable and inclusive 
civilian democratic governance. We work in partnership with Fiji Civil Society (CSO) partners, supporting them 
in their work with resources, advice and capacity building to: 

o Promote and facilitate dialogue between divided communities, regional and national leaders, and 
between the Fiji Government and members of civil society. 

o Monitor and react to Fiji’s political context, while advocating for human rights, good governance, 
freedom of expression and democratic institutions. 

o Help create public debate and discussion, including enabling the broader participation of the people of 
Fiji in determining Fiji’s future. 
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Role overview 

This is an unpaid voluntary role within an ambitious and friendly organisation. We appreciate the contribution 
volunteers make to Conciliation Resources’ goals, and aim to have a mutually beneficial relationship. We 
support volunteers to develop knowledge, skills and opportunities that will be useful to them in their future 
careers. The role will be based in our London office. Conciliation Resources’ core operational office hours are 
between 9am and 6pm, and paid employees work a 7.5-hour day. The volunteer’s hours and days are 
negotiable and will be agreed on appointment. 

Role purpose 

The purpose of this volunteer role is to provide research support and additional administration capacity to 
Conciliation Resources’ Pacific team. The volunteer will support the completion of a number of research 
projects. 

Scope and Accountability 

The Pacific Programme Volunteer is part of our Programmes Department. They report to the Pacific 
Programme Director, and on a day-to-day basis also reports to the Pacific Programme Finance and 
Administration Officer. The volunteer will complement a five-person team: two based in London and three in 
the Pacific region (Australia, Fiji, and New Zealand).  

Specific responsibilities and tasks 

The volunteer will work closely with the Pacific Programme Director and Pacific Finance & Administration 
Officer. They will:   

• Carry out desk research on set topics and use this research as the basis to draft short research 
summaries to inform the Pacific team’s programme design.  

• Monitor developments via regional and social media, compiling highlights for dissemination. 

• Provide some administrative support to the programme team e.g. help booking flights, processing 
invoices . 

• Assist with drafting activity and donor reports. 

• Assist with collating both financial and narrative partner reports.  

• Add and update programme contacts to the contacts database (Filemaker). 

• Contribute to other programme activities in line with skills and requirements. 

 

6. Person specification 

Knowledge 

• Fluent written and spoken English (essential). 

• Good knowledge of research methodology and report writing. 

• Knowledge of administrative and information management systems. 
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• Good working knowledge of standard Microsoft Office packages (Word and Excel), databases, email 
and the internet, preferably in a Macintosh environment.  

• Knowledge of the Pacific region (desirable). 

Experience 

• Previous research experience. 

• Experience in an office environment (paid or voluntary).  

• Proven experience in providing administrative support.   

• Experience working or volunteering in the international NGO sector (desirable). 

• Previous experience with database management and/or data entry (desirable). 

• Experience in making logistical arrangements incl. booking travel and accommodation (desirable). 
 

Skills/Attributes 

• Excellent research and writing skills including attention to detail, good grammar and spelling.  

• Ability to summarise complex information in a clear and concise way. 

• Strong interest in conflict transformation and peacebuilding issues.  

• Commitment to our goals and values - to work within them and support them publicly. 

• Strong administrative and organisational skills.  

• Strong interest in working in the (international) charity sector. 

• Commitment to and experience of teamwork.  

• Ability to meet deadlines, prioritise tasks and manage time efficiently. 

• Appreciation of issues of confidentiality, and cross-cultural and political sensitivities. 

• Flexibility and adaptability. 

• Initiative, enthusiasm and a problem solving approach to new challenges. 
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