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Role description: Fij i  Programme Volunteer 
 

1. General 

Job Title:  Fiji Programme Volunteer  

Location:  Tufnell Park, London NW5 

Reporting to:  Fiji Programme Officer 

 

2.  Organisation information 

Concil iation Resources 

Conciliation Resources is an independent organisation providing practical support to help people living in the 
midst of conflict prevent violence and build peace. We’re there for as long as we’re needed to provide advice, 
support and practical resources. In addition, we take what we learn to government decision-makers and 
others working to end conflict, to improve peacebuilding policies and practice worldwide. 

Conciliation Resources was established in 1994 and incorporated in 1996 as a company with charitable status. 
We currently have 49 full and part-time staff members working out of the London office and a number of 
additional consultants working with us on contract. We have up to five office-based volunteers at any one time 
working across our teams. 

General criteria 

Our staff and volunteers operate in a spirit of programme partnership, which demands team-work and 
collaborative decision-making, transparency and mutual respect, integrity, personal initiative, creativity, 
political and interpersonal sensitivity and professional discretion. The Fiji Programme Volunteer is expected 
to apply these core values to their work and develop them within the organisation. 

Fij i  Programme 

Conciliation Resources works with local partners in Fiji in their efforts to contribute to the development of a 
more inclusive and participatory political atmosphere, and ultimately the creation of a sustainable system of 
representative governance. 

Conciliation Resources’ involvement in Fiji dates back to 1995, when we began working with the newly formed 
and dynamic national group the Citizens’ Constitutional Forum. In recent years we have expanded our work to 
support a number of new partners, including the Pacific Centre for Peacebuilding and the Fiji Women's Rights 
Movement. 
 
2014 represented a significant milestone in Fiji’s history, with the first democratically government since the 
military coup of 2006 taking office. Our goal in Fiji is to support local people and processes in their continued 
efforts to change Fiji’s political environment, so that local and national leaders and opinion-shapers in Fiji are 
increasingly working together to form consensus-based policies to address local and national conflict issues. 

In order to achieve this goal we assist our partners in Fiji with funds, advice and capacity building to: 
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• Engage with groups and group leaders, at both community and national level, to work constructively 
together on local and national conflict issues. 

• Enhance local knowledge in areas related to transition out of military rule to representative 
governance, and Melanesian conflict issues (for example, land and indigenous rights). 

• Inform international stakeholders’ policies on Fiji and the wider Pacific by improving relationships 
with civil society and respect for local local peacebuilding perspectives. 

Our Fiji partners’ work has already contributed to a gradual shift in attitude towards dialogue as a means of 
resolving conflict, along with a greater understanding and acceptance of human rights, good governance and 
multiculturalism in Fiji. Furthermore, in supporting dialogue initiatives in Fiji, Conciliation Resources has 
helped build relationships between different ethnic and political groups in Fiji, both at the local and national 
level – relationships capable of instigating local and national change. 

3.  Role overview 

This is an unpaid voluntary role within an ambitious but friendly organisation. We appreciate the contribution 
volunteers across the organisation make to Conciliation Resources’ goals, and aim to engender 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 Conciliation Resources’ Fiji team with institutional donor 
reporting support and additional project admin capacity. The volunteer will contribute to the progression of a 
number of projects, and aid in providing the most efficient support to our Fiji partners.  

Scope and Accountabil ity  

The Fiji Programme Volunteer is part of our Programmes Department. S/he reports to the Fiji Programme 
Officer. The volunteer will complement a three-person team: two based in London and one in Auckland, NZ. 

 
4.  Specific responsibil it ies and tasks 

The volunteer will work closely with the Fiji Programme Director and Fiji Programme Officer, who will provide 
guidance and feedback in order that the volunteer will:   

• Assist with collating both financial and narrative partner reports.  

• Input into programme development and budgeting.  

• Synthesize information and provide editorial input in drafting donor narrative reports. 

• Monitor developments via regional and social media, cataloguing highlights for reference. 

• Provide some logistical support to the programme team, e.g. booking flights and event venues. 
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• Carry out desk research on set topics and use that as the basis to draft short research / comparative 
learning papers. 

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

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

 
5.  Person specification 

Knowledge 

• Fluent written and spoken English (essential). 

• Good knowledge of report writing. 

• Knowledge of administrative and information management systems. 

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

• Knowledge of the Fiji context and the Pacific region (desirable). 

Experience 

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

• Proven experience in providing administrative support.   

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

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

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

Skills/Attributes 

• Flexibility and adaptability. 

• Commitment to and experience of teamwork.  

• Strong administrative and organisational skills.  

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

• Strong interest in conflict transformation and peacebuilding issues.  

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

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

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

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

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


