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Job description: South Asia Programme 
Volunteer 
 
 
General 
 
Job Title:   South Asia Programme Volunteer 
Location:   London, with potential travel to Scotland 
Reporting to:  South Asia Programme and Finance Officer 
Duration: 3 month voluntary position 
Hours: Part time, average of three days per week 
 
 
Programme overview 
 
Conciliation Resources has worked with Kashmiris on either side of the Line of 
Control (LoC) to support initiatives to better articulate their needs and perspectives 
and to build up constituencies supportive of peacebuilding processes over the past 9 
years. This work is built on the understanding that an inclusive Kashmiri 
participation, which reflects their own needs and understands the larger India-
Pakistan stakes, is essential for the resolution of the Kashmir conflict. 
Simultaneously, a productive engagement between Delhi and Islamabad is 
fundamental for achieving peace in Kashmir. These two mutually reinforcing 
premises underpin Conciliation Resources’ peacebuilding analysis of the Kashmir 
conflict. Partnership support takes the form of providing advice as required, project 
management and reporting oversight, engaging with partners and governmental and 
diplomatic interlocutors, keeping independently informed of unfolding events and 
providing training and facilitation as required in order to efficiently work towards the 
following objectives and expected results.  
 
Overall  objective of the Programme 
To enhance prospects for lasting peace in Kashmir through the inclusion of Kashmiri 
voices in the Indo-Pak peace process as well as transformed relationships across 
various regions within Kashmir. 
 
Specif ic objectives of the project 

1. To strengthen cross-divide civic platforms and processes in Kashmir for conflict 
transformation 
2. To enable sustained dialogue with opinion and policymakers in India and Pakistan. 
 
Expected Results of the project 

1. Policymakers in India and Pakistan are informed by Kashmiri perspectives, 
while Kashmiri actors are more sensitive to India-Pakistan concerns;  

2. Collaboration is enhanced amongst policy, academic, civil society and 
business sectors on confidence-building measures, particularly trade, 
tourism and conflict-sensitive disaster management; and 
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3. Peace constituencies within Kashmir are strengthened and expanded, and 
have increased support for and participation in dialogue, collaboration and 
awareness-raising initiatives; 

 
Role overview 
This is an unpaid voluntary role within an ambitious but 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. 
 
Role purpose 
To coordinate the visit of five Fellows from both sides of Jammu and Kashmir and 
India and Pakistan to the UK for a one-month Fellowship sponsored by the 
Commonwealth Scholarship Commission (CSC). The thematic focus of this 
Fellowship is “Innovative and Adaptive 21st Century Leadership”. We are looking for 
someone able to commit to three days per week for a period of 12 – 14 weeks (mid 
September 2017 – mid December 2017). Hours and days are negotiable and will be 
agreed on appointment. 
 
Scope and Accountabil ity  
The South Asia Programme Volunteer is part of our Programmes Department. The 
post holder will report to the South Asia Finance and Programme Officer. 
 
Specif ic responsibil it ies and tasks 
The post holder will work closely with the South Asia Programme and Finance 
Officer. They will:   

 Liaise with the Fellows on their logistical arrangements while in the UK: 
arrival, travel and accommodation within and between London, Edinburgh 
and Birmingham. 

 Be the Fellows first point of contact during their Fellowship for any logistical 
support while in the UK.  

 Liaise with Commonwealth Scholarship Commission and our finance team for 
processing payments, and checking balances to ensure expense is within 
approved budget and inline with donor and Conciliation Resources’ policies.  

 Liaise with teams internally for arranging the Fellows’ meetings with them, 
with a particular focus on strengthening policy and practice, media and 
communications in peacebuilding in consultation with the Programme Teams 
and the Policy, Practice and Communications team. 

 Arrange meetings and workshops for the Fellows with other relevant 
organisations in London the rest of the UK. 

 Attend occasional meetings with the fellows as Conciliation Resources’ 
representative 

 Travel with the fellows either to Birmingham and/or Edinburgh depending on 
availability and requirements 

 Provide assistance for fellows in arranging to present their work to a number 
of leading UK based peacebuilding organisations. Prepare reports on these 
presentations. 
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 Support the fellows in writing their final reports to Commonwealth 
Scholarship Commission. 

 Support with the drafting of two final short reports on the whole fellowship 
project: one for internal use and one to be shared with the Commonwealth 
Scholarship Commission. 

 Support the South Asia Programme team to develop thinking and 
understanding of the concepts Leadership to inform future work. 

 Support the South Asia Programme team in additional tasks related to other 
areas of work where possible and appropriate, such as logistics for travel 
and/or donor reporting. 

 
Person specif ication 
Knowledge 

 Fluent written and spoken English. 
 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.  

 Good knowledge of programme development and report writing. 
 Knowledge of India, Pakistan & Kashmir conflicts (desirable). 
 Knowledge of international contexts (desirable). 

Experience 
 Experience in an office environment (paid or voluntary).  
 Proven experience in providing administrative support.   
 Experience in making logistical arrangements including booking travel and 

accommodation. 
 Previous experience with database management and/or data entry. 
 Experience working or volunteering in the international NGO sector. 

 
Skills/Attributes 

 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. 
 Strong interest in conflict transformation and peacebuilding issues.  
 Excellent writing skills including attention to detail, good grammar and 

spelling.  
 Commitment to and experience of team working.  
 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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