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Our growing company is hiring for an office intern. We appreciate you taking the
time to review the list of qualifications and to apply for the position. If you don't
fill all of the qualifications, you may still be considered depending on your level of

experience.

Responsibilities for office intern

e Handle purchase order management and administration processing
markdowns

e Analyze and interpret key business issues as directed by supervisor including
the monitoring of regional merchandise reports, Open-to-Buy monitoring,
and stock analysis

» Develop effective relationships with vendors

o Demonstrate the ability to effectively utilize the merchandising systems and
understand warehouse processes

e Create and maintain artifacts such as charters, status reports, work-plans,
meeting minutes

 Assist with project management for the Finance Women in Leadership
initiative

e Plan for early career program events

e Organize and support training and development events

» Work on a special Finance-related project

o Will work with the Business Process team on documenting and creating
repeatable, sustainable, and scalable business processes

Qualifications for office intern

e Experience with quantitative analysis, basic HTML, and/or event management
a plus



Have an open attitude for learning and applying different things each day
Currently enrolled at NC State University where campus interviews are

conducted
Strong experience with C/C++ programming, system architecture and

algorithms



