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RULES GOVERNING THE ALDE INTERNSHIP PROGRAMME 2018
Specific profile: archivist
Interns shall be recruited on the basis of an individual application comprising:

a) A personal statement and Curriculum vitae.
b) Completion of the ALDE Internship application form.
2. Job description

a) The intern shall carry out his or her traineeship only within the Group Secretariat and on the European Parliament premises in Brussels
b) He or she shall work under the guidance of the Deputy Secretary-General in order to. participate in the elaboration of an ALDE archiving strategy and organise the collection and processing of ALDE group and parliamentary archives
c) The intern shall submit a brief report at the end of his or her internship on the work he or she has carried out within the ALDE Group.

d) The duties allocated to an intern shall be determined by the assigned Deputy Secretary-General.
e) Interns working hours shall be those of the Group.

3. Duration of internship
a) Internships shall last for a period of five to six months. Under no circumstances may  the period of internship be extended.
b) The dates of the internship are determined by the ALDE Group. 
c)
The 2018 intake will begin  ........... February 2018 to the ........ July 2018  depending on availability of the candidate
4. Eligibility for an internship
a) To be eligible, the applicant must hold a university degree in archival science and/or records management.
b) He or she must also have a good knowledge of the two languages of the Group. (FR/EN).

5. Financial conditions

a) The ALDE Group pays a monthly allowance of 1300€ which has been determined by the authority of the Group, the amount of which shall be the same for each intern.
b) Interns shall be entitled to be reimbursed for the cost of travel (2nd class rail or economy flight ticket) between their actual place of residence at the beginning and at the end of their internship if the distance between the two places is more than 50 km, on submission of the original invoice and boarding passes to the Financial Unit.

An applicant’s last actual place of residence shall be understood to mean the address that the applicant gives when filling in the online application form. The Traineeships Office may change the address in response to a documented written request by the applicant, provided it is made before the date on which the applicant is to start the traineeship. In that event, the new address shall be deemed to be the ‘last actual place of residence’. A copy of the address change shall be kept in the applicant’s file.
6. Social security

a) Interns shall be covered for sickness and accidents.

b) The insurance premiums shall be paid by the ALDE Group for the entire duration of the internship.
c) In the event of sickness, interns are requested to inform the Deputy Secretary-General immediately, and if the period of sickness exceeds three calendar days, to send a medical certificate to responsible for the ALDE Intern Programme.

7. Leave
a) Interns shall be entitled to two days’ leave per month worked. Applications for leave shall be made with the agreement of the Deputy Secretary-General as applicable, and should be submitted by email, to the responsible for the ALDE Intern Programme.
b) The granting of leave shall be on the condition that the time requested is not in conflict with the Parliamentary working calendar.
8. Termination of contract
a) The internship may be terminated at any time at the trainee’s request. In that case, the trainee must reimburse any allowance paid in advance by the Group.

b) In the event of manifestly poor performance by the intern of his or her duties, or in the case of unjustified absences noted, a decision to terminate the traineeship may be taken by the competent authority of the ALDE Group and reimbursement of the allowance paid in advance by the Group shall be demanded.
9. Procedure for submission of applications
Applications meeting the above criteria should be sent to Mr François Pauli, Deputy Secretary General of the Group, with copy to Ms Elisabetta Faraggi and Brigitte Auget by email by 18 January 2018, 12:00, noon, to the following addresses:  françois.pauli@europarl.europa.eu; elisabetta.faraggi@europarl.europa.eu and brigitte.auget@europarl.europa.eu . 
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