
 

Terms of Reference 
Interim Regional Secretariat 

Arafura and Timor Seas Ecosystem Action (ATSEA) 

 

Reference : VA-2026-03 

Title : Intern for Regional Secretariat Program Support (Indonesian) 

Reports to : Interim Executive Director of ATSEA 

Duty station : ATSEA Regional Secretariat, Bali 

Duration : Six (6) months 

 

1. Background 
The Arafura and Timor Seas Ecosystem Action (ATSEA) Programme is a long-term regional 
initiative that brings together the governments of Australia, Indonesia, Papua New Guinea, and 
Timor-Leste to promote the sustainable management of shared marine and coastal resources in 
the Arafura and Timor Seas (ATS). Guided by the Strategic Action Programme (SAP) 2024–2033, 
ATSEA promotes regional cooperation to address transboundary challenges, including marine 
plastic pollution and ghost gear, oil spill risks, illegal, unreported and unregulated (IUU) fishing, 
and the degradation of critical habitats and populations of endangered species. 
 
Since its beginnings in 2003 and through two project phases (ATSEA-1 and ATSEA-2), the ATSEA 
Program has evolved into a regional coordination mechanism endorsed by ATS countries under 
the 2024 Sydney Declaration. Today, the ATSEA Program strengthens ocean governance, 
advances ecosystem-based management, and supports inclusive policies that secure biodiversity, 
fisheries, and livelihoods for millions of coastal people across the ATS region.  

As part of ATSEA commitment to capacity development and knowledge transfer, the ATSEA 

Regional Secretariat proposes to engage an intern through the ATSEA Internship Program 2026 

to strengthen Secretariat operations while providing hands-on professional experience. The 

internship is designed as a learning-oriented engagement, enabling the intern to build 

foundational knowledge of Secretariat operations, including exposure to administrative and 

programmatic functions of the Regional Secretariat which enables the intern to gain practical 

insight into regional coordination and intergovernmental processes.  

I. OBJECTIVES OF THE PROGRAMME 

1. Strengthen institutional knowledge through SOP development support by reviewing and 
comparing operational procedures of other international organization; 

2. Provide practical exposure to regional secretariat operations through practical work 
assignments; 

3. Enhance the intern’s professional skills in program support, administrative coordination, 
documentation, and stakeholder engagement; 

4. Provide understanding of ATSEA’s role and operational approaches in promoting regional 
ocean governance in the Arafura and Timor Seas Region. 

 

II. SCOPE OF WORKS AND TASKS 

The internship is structured to ensure that the Intern provides support functions and learning-

based contributions. 



A. Program Finance and Administrative Support  

1. Conduct a desk-based review of existing ATSEA operational procedures related to 

procurement, travel, and recruitment from ATSEA and other international organizations; 

2. Compile and summarize key processes, approval flows, and documentation requirements 

into comparative matrices and reference notes; 

3. Support the Program Assistant by organizing background materials, draft inputs, and 

reference tables for SOP development;  

4. Assist in documenting inputs for Draft SOP from internal reviews and RCC intersessional 

consultations; 

5. Support inventory listing and basic Regional Secretariat’s asset documentation; 

6. Provide general office assistance, including responding to simple information requests 

and supporting day-to-day office operations. 

 

B. Program Activity Implementation 

1. Assist with the preparation and logistical support for the implementation of ATSEA 

program activities; 

2. Compile basic information to support travel arrangements, vendor coordination, and 

procurement preparation; 

3. Perform other related supporting tasks as assigned by Supervisor.  

III. Expected output  

The intern is expected to deliver the following output under the supervision:  

1. Compiled reference notes and comparative matrices on ATSEA operational procedures; 

2. Draft background materials and documentation inputs of supporting SOP development 

and internal consultations; 

3. Updated inventory listings and basic asset documentation; 

4. Administrative and logistical support materials for program activities; 

IV. Learning Outcomes  

By the end of the internship, the intern is expected to: 

1. Gain practical understanding of Regional Secretariat operational procedures and 

documentation practices; 

2. Acquire hands-on experience in organizing and supporting regional meetings and 

program activities; 

3. Develop skills in administrative research, information and database management; 

4. Build teamwork, communication, and professional skills in a multicultural environment. 

 

IV. Competencies 
Education: 

Recently graduated from a Bachelor’s degree program (within the last 12 
months) in the field of Marine Science, Management, Public Administration, 
International Relations, or other closely related fields. 

Languages: Fluent in English with effective communication skills.  
 



Skills: Should be proficient in the internet, Microsoft Office, shared drive systems, 
and online meeting platforms (i.e. Zoom, Google Meet, Microsoft Teams) 
 

Other Desirable 
Skills: 

- Displays cultural, gender, religion, race, nationality and age sensitivity 
and adaptability; 

- Excellence in interpersonal and communication skills, ability to work 
independently and as part of a team, prior familiarity with government 
and/or UN/UNDP procedures is an advantage. 

 
V. Working Arrangements  
 

A. Institutional Arrangement  
The Intern will work under the direct supervision and overall guidance and performance 

oversight from the Interim Executive Director of ATSEA.  The intern’s learning progress will be 

monitored through regular task reviews and monthly-check ins with the Program Assistant.  

B. Duration of the work 
The internship will be full-time for six (6) months and the intern is expected to be based in Bali. 
Expected duration of the internship is from February to August 2026. 
 
C. Benefit 
This is unpaid employment. The intern will only receive a monthly local transport allowance. All 
costs related to insurance, accommodation, and living expenses must be borne by either the 
interns or their sponsoring institutions.  
 
E. Confidentiality  
Interns must keep confidential any and all unpublished information obtained during the course 
of the internship and may not publish any documents based on such information. 
 
F. Learning Outcomes  
Before completion of the internship, Intern Supervisor are expected to review the learning 
outcomes with the intern. 
 
G. Certificate 
Provided upon successful completion of the internship, upon request. 
 
H. Reporting and Output Delivery 
All forms of reports shall be developed in English, submitted in a file storage containing a soft 
copy of the editable version, all presentations, maps, videos and photos, and all data and 
calculations.  
 
4. Submission of Application 
Applicants are requested to submit a motivation letter and curriculum vitae (no more than 2 
pages) via email to infoatsea@pemsea.org. The email subject should be: Application for VA-2026-
03_Your Name_Internship. The deadline for applications will be on 6 February 2026. Only 
shortlisted candidates will be notified. For more information on ATSEA, please visit www.atsea-
program.com and www.pemsea.org. 
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