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[bookmark: _Toc425170399]About This Guide
This guide is intended to assist businesses and other organisations in managing the work placement opportunities that they have registered on the New Colombo Plan Internship and Mentorship Network website. Registered host organisations can update and add new opportunities at any time.
[bookmark: _Toc425170400]Log In
On the main page, enter your email address and password.
Click Log In to log in to the website.
If you have forgotten your password,
Click Forgotten your password?
Enter your email address.
A temporary password will be sent to you.
If you have any trouble accessing this website please contact the NCP Secretariat at ncp.business@dfat.gov.au or phone +612 6261 9840.
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[bookmark: _Toc425170401]Manage Your Opportunities
Once you have logged into the website, you can locate your opportunities through the search function or via the My Opportunities tab. Your search criteria may be a combination of keywords, search fields or a date range.
If you use the search function to locate your opportunities, enter one or more keywords.
Select a value from the drop-down menu of the search fields.
Enter a date range.
Click Search.
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Click the view icon to view additional details.
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[bookmark: _Toc425170402]Send Opportunities to Permitted Users
You may wish to send opportunity data to permitted users where the data is being forwarded for the purposes of managing information about your Organisation and Opportunities that you make available via the website. For example, a registered organisation contact person can forward opportunities to a colleague within their organisation for updating. To do this, perform a search of opportunities or go to My Opportunities. From the search results, you may select one or more opportunities to send.
Select one or more opportunities.
Click Send to Third Party.
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Enter one or more destination email addresses.
Enter a subject.
Enter your desired text into the Body section.
Read and accept the terms of use.
Click Send.
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When you are viewing data under My Opportunities, you may send that information to a permitted user.
Click Send to Permitted User.
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[bookmark: _Toc425170403]Search Organisations
You can view internship/mentorship opportunities offered by other organisations by entering your search criteria. Your search criteria may be a combination of keywords, search fields or a date range. To search specific opportunities, use Search Opportunities.
Enter one or more keywords.
Select a value from the drop-down menu of the search fields.
Enter a date range.
Click Search.
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Click the view icon to view additional details.
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[bookmark: _Toc425170404]View Opportunities
You can view specific opportunities offered by other organisations. Opportunities are continuously updated and we encourage you to visit this page regularly.
From the menu, click Organisations.
Click the page numbers to page through the listing.


[image: ]
[bookmark: _Toc425170405]View Organisations
Host Organisations continuously update placement opportunities and we encourage you to visit this page regularly.
From the menu, click Organisations.
Click the page numbers to page through the listing.
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You can add or update your contact details to enable Australian universities and students to contact your organisation directly to enquire about the opportunities that you make available via the website.
If a new contact requires access to the website, they will receive a separate email with login instructions.
Click Add Contact.
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Enter first name and last name.
Enter email address. This will be used to log in to the website and cannot be modified.
Enter position.
If this contact requires access to the website, check “Does this contact require a portal account?”
Click Save when done.
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You can edit details of existing contacts. Note: Email addresses cannot be modified because they are used to log in to the website.
Click edit icon [image: ]
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Make the required changes.
Click Save when done.
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[bookmark: _Toc425170408]Edit Organisation Details
You can make changes to details you have provided about your organisation.
From the menu, click My Details.
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Make the necessary changes.
Scroll to the bottom of the page.
Click Save when done.
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[bookmark: _Toc425170409]Submit Logo
You can submit your logo to the website to appear alongside your opportunity data. By submitting your logo to the website, you grant the New Colombo Plan Secretariat the right to publish the logo on the website. If you do not submit your logo, the New Colombo Plan logo will appear in its place.
The logo that you submit will be processed by the New Colombo Plan prior to publication.
From the menu, click My Logo.
Click Upload Image.
Select the image file to upload.
Click Open.
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Ensure the image file is uploaded.
Click Submit.
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[image: ] – Submit logo
[bookmark: _Toc425170410]Submit Feedback
Your feedback on the website is valuable. You can provide feedback on your experience via the Feedback link at the top of the page. You may request a response to a specific question and leave contact details so that the NCP Secretariat can get back to you.
Click Feedback on the top header.
Then
Select feedback category.
Enter your feedback subject.
Enter details of your feedback.
Indicate if you would like a response.
Click Submit Feedback.
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[image: ] – Submit feedback
[bookmark: _Toc425170411]Change Password
From the menu, click Change Password.
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Enter your current password.
Provide and confirm your new password.
Click Submit.
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[image: ] – Submit new password
[bookmark: _Toc425170412]Log Out
Click Log Out.


[image: ]
Managing Your Opportunities – Help Guide for Businesses and Other Organisations	2
image2.PNG
About the New Colombo Plan

Internship and Mentorship Network

Internships and mentorships are hallmarks of the New Colombo Plan (NCP), a signature Australian
Government initiative to lift knowledge of the Indo-Pacific in Australia by supporting Australian
undergraduates to study and undertake internships and mentorships in the region

The NCP Internship and Mentorship Network connects private-sector organisations looking for the
best and brightest and NCP students seeking a rewarding and challenging workplace experience in
the Indo-Pacific to complement their formal studies under the program. Forgotten your password?

As a registered NCP Internship and Mentorship Network member, private-sector organisations can
access a diverse talent pool and support students in obtaining professional experience in the
region, and universities and NCP students can access the internship and mentorship opportunities
made available by registered organisations.

The network is open to registrations by those offering placement opportunities directly or with their
members. Third party and commercial providers do not qualify to register

If your organisation would like to be involved, reqister your interest, or visit the New Colombo Plan
website for more information on the program and the Internship and Mentorship Network

If you have problems accessing this site or the site content please email
or phone Phillip Adams on +612 6261 2225




image3.PNG
About the New Colombo Plan  Feedback

‘ . NEW COLOMBO PLAN

Internship and Mentorship Network

Australian Government

Home
Search Keyword

Opportunities

Opportunity Type Placement Type Length Compensation
Organisations PP ty Ty P o P
v v v v
Opportunities Start Date End Date
. dd/mmyy) da/mm/yy,

Organisations /iy ymmiyyyy
_ Discipline Location
My Details v v

My Opportunities
My Contacts
My Logo

My Login
Change Passw«
Log Out

elp





image4.png
Search




image5.JPG
g ;

Australian Government

Organisations
Opportunities
Organisations
My Details
My Opportunities

My Contacts

My Logo

the New Colombo Plan e

NEW COLOMBO PLAN

Connet o Austatasaturs sty a hevegion

a

View

Opportunities Details

Internship, Mentorship, In-Country Briefings o Site Visits offered by Australia and New Zealand

Banking Group Limited (ANZ)

Intemzhip Shanghal, China up to 3 months

Internship offered by Sisters in lslam

Internzp Petsling Jaya Ful-tme Law up to3 months
Selangor, Malaysia

We welcome both long and short term internship applications from students interested in issues
pertaining to women and girls rights. offered by Centre for Equity and Inclusion (CEQUIN)
Intemship New Dek, India up to 6 month:

Intemship offered by Panfust/Phu Bia Mining
Internzp Vientiane, Laoz  Full-time up to 6 months

Medical Iternship offered by Chey Chum Neas Referral Hospital
o Takmao, Cambodia Full-me Medcal up to 6 months

Internship offered by Consumer Unity & Trust Society.
Internzhp Jaipur, India F

e upto 6 month:

Structured Internship Program for ndergraduate students offered by Westpac Banking
Corporation, Asia

Singapore. ul-time upto3 months
Singapore

In-country briefing or site visis offered by AZISAFE CO. LTD

Bhnom Perhy
Cambodia

Internship offered by MALAYSIA AUSTRALIA BUSINESS COUNCIL
Kuala Lumpur, upto3 months
Mal

Internship, Mentorship, In-Country Briefings or Site Visits offered by Australia and New Zealand

Banking Group Limited (ANZ)

Intemzhip Singapore. upto3 month:
Singapore

IS

71829 Page 1 of 9, items 1 10 10 of 87





image6.png
Refine Search




image7.JPG
Home

Search

Opportunities
Organisations

Opportunities
Organisations
My Details

My Opportunities
My Contacts

My Logo

Log Out

Help

About the New Colombo Plan e

NEW COLOMBO PLAN

Connet o Autata fture sty ahevegion

View | Opportunities Details

-
o e
[ I T R w3
S Moty
We wekome bt long and hor tem nterntipapplcations from stucents ntrested i s
D perining o women and g righs ofeed b enie for Equity nd Incuson (CEQUIN
New el g w05
[ It ofred by aniustPho B Mg
Ieming | Vestane Laoz | Fulame w8 mort:
[ Vo Intrshi fferd by Chy Chu Ness Referl Hosia
Giaratio | Takmao Cambecda Fubime Vedcs
[ Intemship offerd by Consumer Uiy & T Socey
i B et B i w6
Structured Intemsip Program oruderraduate studens ofered by Wespac Barking
Corpraton, s
a Full-time. upto3
In-coutry breing o se v ffered by AZISAFE O, LTD
[ QN e Per
Garida
Intemship ofre by MALAYSIA AUSTRALI BUSINESS COUNCIL
B g osslumor w3

Internship, Mentorship, In-Country Briefings or Site Visits offered by Australia and New Zealand
@  Banking Group Limited (AND)
Internzp Singapore. wto3

age 1079, items 110 10 of 87




image8.png
'~ Send to Permitted User -




image9.JPG
To*
| recient@emaitcom au
Subject*
| ntemship opportunity with the NCP
Body*

The New Colombo Plan has

this intership with ANZ in Shanghai coming up ~ thought you might be interested. ~
Jin v

Yes, 1 have read and accept the terms of use.

Send Close

Selected Opportunity

Internship, Mentorship, In-Country Briefings or Site Visits offered by ABC Company.
Details: Internship, Up to three months

Website: abc-company.sample

Location: China - Shanghai

Point of contact: ASC Company Graduate Team
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Opportunity Details

Internship, Mentorship, In-Country Briefings or Site Visits offered by ABC Company.
Details: Internship, Up to three months

Disciphine: Poitical Scence and Polcy

Location: Indonesia — Jakarta

‘Starting: 1/08/2015 Ending: 31/12/2015

Point of contact: ASC Company Graduate Team

Organisation Details

Opportunities: Intership
Compensation Type(s):Unpaid
Discipline(s): Poltcal Science and Policy
Length(s): Up to three months
Location(s): i - Siva, Indonesia - Jakarta

close
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The following organisations are among a growing number using the New Colombo Plan
Internship and Mentorship Network to identify the best talent and contribute to Australia's
engagement with the Indo-Pacific

it
- Australian universities and their NCP students can search for potential work placement

Organisatic opportunities and progress arrangements directly with registered organisations.

Opportunities

Organisations

ABC Company

My Details
Opportunities: Intermship
My Opportunities Discipline: Poltical science and Polcy

Details: Ful-time up to sx months
My Contacts Location(s): SriLanka - Colombo

My Logo

My Login

XYZ Company

Opportunities: Mentorship, Site Vists, Intemship
Discipline: Econorics and Business Management
Details: Ful-time up to three morths
Location(s): Malaysia-Mid Valley, Kuala Lumpur
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| Department of Foreign Afairs and Trade

About us *

‘The department?s purpose is to help make Australia stronger, safer and more prosperous by
promoting and protecting our interests intemationally and contributing to global stability and
economic growth.

Website

www dfat gov.au

— Location

You can make offers at a single location or offer placements at muliple locations, as best
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Please list the location (including city) of the opportunity, noting that a separate registration
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Aus!rulun Government

Interships and mentorships are hallmarks of the New Colombo Plan. The continued
Home assistance from businesses and other organisations (Host Organisations) is important to the
fe— success of the New Colombo Plan.
Search
Opportunities
New Colombo Plan students are strongly encouraged to undertake a course-oriented
Qrganisations ‘work placement experience during their time overseas, where Host Location visa

requirements permit this.
Opportunities AF Le

Internships may be undertaken on a part-time basis concurrent with study at a Host
Organisations Institution and/or on a full-time basis (for a maximum of six months) prior or subsequent

to study at a Host Institution.
My Details

Students are encouraged to seek academic credit for their internship/mentorship, and

My Opportunities even if not for credit any internship/mentorship must be recognised by their Home
University as part of a student's approved New Colombo Plan program.

My Contacts
Mentorships may only be undertaken on a part-time basis concurrent with full-time

My Logo study.

My Login

Change Password
Log O The New Colombo Plan Secretariat hosts the New Colombo Plan Internship and Mentorship
Network website. The Website links Host Organisations, Universities and NCP students
Help together so that information on work placement opportunities and other details can be
exchanged.

New Colombo Plan Internship and Mentorship Network
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