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Our company is searching for experienced candidates for the position of intern,
office. Please review the list of responsibilities and qualifications. While this is our
ideal list, we will consider candidates that do not necessarily have all of the
qualifications, but have sufficient experience and talent.

Responsibilities for intern, office

 Fast tracking the set up workflow Kaizen - operator workflow improvement to
come up w/ standard set up layout and work flow

e Support Six sigma project deliverables on package dimension measurement
and data gathering

e Other calculations/data gathering needed

 Tools review for other Kaizen projects

o Communicating with student clients to schedule appointments via email and
phone

» Student interns also lead projects of their own, which deal with policy
advocacy, research, promotion and outreach

e After training, advise and counsel students in their career development
process

¢ Assist the Counseling and Programs team with event planning (panels or
other events)

» Create and present career related workshops (can include resume writing,
online networking, and interviewing skills)

e Conduct practice interviews and provide assistance with drop-in hours
Qualifications for intern, office

e Working experience within consulting and/or investment banks preferred
e Fluency in English and Italian required (Key requirement that will be assessed



Other duties as assigned by the Assistant Athletic Director for Ticket
Operations

Must be outgoing and good with people

Must have a GPA of C or above

Must be currently enrolled in an accredited college



