Example of Program Management Intern Job

Description
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Our company is growing rapidly and is looking for a program management intern.
To join our growing team, please review the list of responsibilities and
qualifications.

Responsibilities for program management intern

e Assist PMs in creation and maintenance of PMR documentation

e Assist in the development, release, management and control of various types
of project and/or department related documentation (with regard to
onboarding users to the programs)

e Assist by supporting various types of communications within Program
Management and between Customer Service, Sales

e Coordinate with other departments within the organization as instructed

 Participate in meetings and perform meeting relevant tasks, , meeting
notices, meeting minutes, action item list, action item follow up, etc

e Work in a cooperative and transparent manner

e Support other various initiatives (Lean, process improvement)

« Participate in training to enhance skills needed to perform the required work
effort

e Assess channel partner needs, competitive offerings, channel partner go-to-
market, financial models, and industry trends

e Define, implement, and validate processes for a Program Management Office
framework to establish operational rigor in the partner onboarding process

Qualifications for program management intern

e Must demonstrate strong attention to detail and apply a high degree of
confidentiality



Must be a dynamic self starter able to work in a team environment
Being a dynamic self starter capable of leading and facilitating teams
Organizational and planning abilities

Evidence of high potential for exceptional achievement



