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IT intern  

Humanitarian Quality Assurance Initiative (HQAI) 

Duration: Internship – 6 months 

Start date: September 1st, 2026.  

Reporting to: Head of Support Services 

Location: Geneva, Switzerland (with possibility of remote collaboration) 

 

Background 

HQAI is a small, agile, multicultural organization where interns are encouraged to learn, take initiative, and 
contribute meaningfully to projects. The IT Intern will work closely with the Operations team, Quality 
Assurance, and external service providers, gaining valuable insight into IT management in the non-profit 
sector 

 

Working environment 

From HQAI Secretariat based in Geneva, a small and dedicated team manages the organisations’ 
activities. The IT intern will experience a dynamic working environment oriented towards innovation. This 
job opening is a unique opportunity to be involved in a cutting-edge initiative, learn about quality and 
accountability and contribute to advance HQAI’s impact in the humanitarian and development sector. 

 

Tasks & Responsibilities  

The IT Intern will support HQAI’s IT operations by assisting with project management, communication with 
service providers, and administrative follow-up of IT-related processes. The intern will serve as a focal 
point for IT needs of the Operations Team, Quality Assurance, and other departments, while contributing 
to the adaptation and optimization of IT tools to meet organizational requirements. 

 
IT ERP application- Project Coordinator- support 

• Assist in the day-to-day coordination of the IRMA/Odoo implementation project, ensuring effective 
communication between HQAI staff and external service providers. 

• Support the adaptation and implementation of Odoo functionalities to meet HQAI's operational 
needs, while monitoring project timelines, deliverables, and follow-up actions. 

• Assist in testing new Odoo functionalities and system updates, documenting results and reporting 
any issues identified. 

• Organize project meetings, preparing agendas, taking meeting minutes, and tracking action points. 
• Prepare regular project updates and progress summaries for the Head of Support Services. 
• Assist ERP implementation and te4chnical documentation draft and organisation. 
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IT Coordination & Communication 

• Handle day to day IT requests of the Operations Team, and other departments and as appropriate: 
i. Suggest their prioritisation in existing projects, when appropriate. 
ii. Liaise with external IT service providers to ensure timely resolution of issues. 

• Facilitate communication between HQAI staff and external providers on technical matters. 

 

Administrative Follow-up support 

• Support on update records of IT licenses, software subscriptions, contracts, and service 
agreements, ensuring documentation is accurate and well organized. 

• Track renewal dates and ensure timely technical and administrative follow-up with providers. 
• Support procurement processes for IT-related services and tools. 
• Assist in maintaining the inventory of IT equipment and supporting asset allocation and tracking. 

 

IT Procedures & Documentation 

• Assist in reviewing and updating IT policies, procedures, and guidelines to support organizational 
needs and compliance requirements, including GDPR. 

• Support training and awareness initiatives on IT procedures and good practices. 

 

Qualifications 

Professional knowledge and experience  

• Fluency in English mandatory, French skills preferred. 
• Currently enrolled in a degree program in Switzerland, in IT science, or related field. 
• Basic knowledge of IT infrastructure, software, and cloud services. 
• Interest in project management and IT systems adaptation. 
• Strong organizational and communication skills. 
• Ability to work collaboratively in a multicultural environment. 
• Good knowledge of both Mac and PC environment 

 

Application 

Interested candidates should submit their application file (in English) by email to: recruitment@hqai.org 

We accept applications only from enrolled students in Switzerland. 

Please email your CV, a cover letter, the names of two references, and mention the job opening title in the 
subject line. References will not be contacted before the end of the selection process. Deadline for 
applications: August 23, 2026. 

Please note that HQAI practice a reference check through the Misconduct Nondisclosure Scheme (MDS) 
for all new employees. By applying to the opening position inside HQAI, you agree in advance to this 

reference check. For more information on MDS, please visit https://misconduct-disclosure-

scheme.org 

Due to the expected high volume of applications, only shortlisted candidates will be contacted. If you don’t 
get any return from HQAI within six weeks after the closing date, please consider that you have not been 
selected. 

The gross salary for this position is 1700 CHF. 
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