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Our company is hiring for an office intern. Thank you in advance for taking a look
at the list of responsibilities and qualifications. We look forward to reviewing your

resume.

Responsibilities for office intern

e Maintains updated office coordinator procedures and documentation

» Send confirmations and files to clients

e Send reports to client services team in US/EMEA and also to the hub in
Buenos Aires

e FX closing process and related activities

e Fixed income and collateral management

e Participating on initiatives across the middle office facing off to technology /
finance / front office and various other groups

¢ Logistic documentary

o All the relationships with suppliers for quality, shipping and timing
requirements

e Payments and contracts with all suppliers

¢ Purchase Orders raising

Qualifications for office intern

 Serve as front line fan and door support in the purchase and resolution of
tickets, parking and donations for Texas Tech athletic events

» Provide exceptional customer service to all constituents, through in-bound
calls, out-bound calls, emails, walk-up traffic and day of game sales

e Assist in the operation of game day operations of selected Texas Tech athletic
events, including assisting with post-game summaries including attendance
and sales reports



e Assist in the building of seasons, events and individual games utilizing
Paciolan software
o Assist with the season ticket renewal process for all ticketed events



