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Description of Internship/Traineeship Role 

 

A full-time opportunity has become available in the Political Section of the UK Representation to the 
EU for an unpaid internship/ traineeship within the Institutions team.  

 

The duration of the internship is 3 months (July/August/September) with the possibility of a one 
month extension (October). Interns are responsible for their own accommodation. We require third 
party liability insurance which is often supplied by the Academic Institution when applicable to cover 
the intern in the event they are injured on the premises or damage property. We also require proof 
of medical coverage for the period of internship. Periods of internship are subject to security 
clearance. 

 

You will gain experience 

 

1- Providing policy and administrative support to the Staffing Unit (40%) 

 Searching for information on EU jobs and publishing vacancies 
 Day to day maintenance of the EU careers websites, editing and uploading content on EU 

careers (news bulletins, information leaflets, practice papers, a blog feature etc…)  
 Organising small-scale networking events. 
 Helping to organise EU concours training sessions 
 Corresponding on behalf of the Staffing Unit and answering ad hoc queries on EU careers 

2- Assisting setting up visit programmes for Whitehall officials and UK schools visiting Brussels and 
the EU institutions (10%) 

3- Organising and pursuing personal development activities such as job shadowing, communication 
projects on EU careers, attending Council negotiations… (20%) 

4- Providing administrative support for the Institutions team, including filing and updating databases 
(30%) 

 

Skills Required 

 

Essential 

 Strong interest in the EU institutions and how they operate. 
 Strong oral and written communication skills; mother tongue in English and ideally an 

understanding of French or German. 
 Excellent interpersonal and network building skills. 
 Good team player (ability to work in a multicultural environment) 
 Good working knowledge of Microsoft Office software and Internet tools.  

 

Desirable 

 Being a university student about to graduate or doing a Masters in a UK university 
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 Applicants must be legally entitled to have an internship in Belgium and a minimum of 18 years of 
age. Applications should be sent with full C.V. and covering letter including a supporting statement 
setting out the Internship you are interested in and the experience you wish to obtain to the attention 
of the Recruitment Officer, Corporate Services Benelux; (brussels.recruitement@fco.gov.uk) before 
Wednesday 23 May 12:00 Brussels time. 

  

Only applicants called for interview will be contacted. 
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