
Internship 
World Fair Trade Organization (WFTO) 

 

 

The World Fair Trade Organization (WFTO) is the leading global network of Fair Trade 
Organizations. WFTO has a vision of a world in which trade structures and practices have 
been transformed to work in favour of the poor and promote sustainable development and 
justice. 
 
WFTO’s mission is to enable producers to improve their livelihoods and communities through 
Fair Trade. WFTO is the largest global network and advocate for Fair Trade, ensuring 
producer voices are heard. 
 
WFTO has over 370 members in over 75 countries that have the principles of Fair Trade at 
the heart of their mission and at the core of what they do. Its membership represents the 
Fair Trade chain  from  production to sale, including producer co-operatives and 
associations, export  marketing   companies,  importers,  retailers,  Fair  Trade  networks  
and  support organizations. Approximately 65% of the members are based in the South 
(Asia, Africa and Latin America) with the rest coming from North America & the Pacific 
Rim and Europe. WFTO is governed by an elected Board of nine and maintains a small 
office in Culemborg, the Netherlands, to co-ordinate its activities. 
 

WFTO currently has a vacancy for an enthusiastic and committed 
 

SECRETARIAT SUPPORT INTERN 
(Mid-March 2017 – onwards) 

 
An internship at the WFTO provides a first-hand experience of working in a global network of 
Fair Trade Organisations. 
 
 
Tasks and responsibilities 
 
The Secretariat Support Intern assists the team with administrative tasks mostly in the areas 
of finances and communications. Specific tasks may include (assisting in): 
 
Financial administration: creating and sending invoices and receipts, following up on 

outstanding membership fees, monthly compilation of the report on membership fee 

collection, updating the membership database with financial figures, responding to questions 

from members regarding membership fees, assisting the financial officer in daily tasks.  

Communications: Managing external queries regarding WFTO, queries about use of the 

WFTO Network, maintaining mailings lists, logo and label monitoring, and other administrative 

tasks in the communications department. 

Miscellaneous: the intern might be requested to perform some data gathering and analyses of 

internal or external data as well as assist with other office tasks. 



Requirements 

Fluency in spoken and written English 

A well organized and detail-oriented person 

Ability to be proactive and manage own work priorities 

Good IT skills, including MS Office (Word, Access, Excel) 

Eligible to live and work in the Netherlands 
 
Desired 

Higher-education degree or studies in progress 

Administration and/or accounting skills are a plus 

Understanding of and commitment to the philosophy of Fair Trade  

Good command of Spanish or French language is a plus  

Experience in working in a multi-cultural setting 

 
Conditions  

Start date: Mid-March 2017 
Duration: min. 5-6 months 
Full time: 36 hours/week 
 

Remuneration 

This is an unpaid position, however a monthly allowance may be considered. We strongly 

encourage applications from applicants with a scholarship. The board and lodging of the 

intern during the internship period will be the responsibility of the intern. 

 

Please send your CV and cover letter to Lea Strub at secretariat@wfto.com before 15th 

Februrary 2017. 

 

Website: www.wfto.com  

 

http://www.wfto.com/

