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IIWE INTERNSHIP

Logistics 

Number of interns needed : 4

Description : 

· « Hands –on » internship

· Logistics Interns work directly with the Logistics Coordinator to address all questions concerning the logistics of running an international event.  Mainly occupied with students rather than faculty.

Period : 

· Friday, June 23 – Friday, August 11th, 2006

Profile :

· Individual having completed at least two years of university study

· Personal skills

· High sense of responsibility

· Flexible

· Able to work in a team

· People skills

· Interested in interacting socially and professionally with international students

· Self motivated with initiative

· Problem solving skills

· Logistically oriented

· Not necessarily engineering students BUT interested in sustainability issues

· Obligatory additional skills

· Data entry

· English proficiency : intermediate to advanced

· French : appreciated but not required

· Perhaps best suited for an individual interested in an international career, seeking international experience or a first professional experience but other profiles may apply.

Example of tasks:

· Pre-session:

Pick-up in Paris:

Information brochures, Map (City, Metro, RER, Busses)

Transportation passes

Make:

Badges

Nameplates

Information packets 

Certificates

· During the session:
Welcome students

Registration (prepare tables, distribute keys)

Prepare transportation passes (fix photo, transfer code)

Help to fill out housing form

Hand out the manual

Help with luggage

Coordinate with residence hall personnel

Welcome speakers (Guide to hall)

Set up the Reception Lunch (Prepare room, install drinking and food)

Everyday:

Set-up and take down audiovisual equipment

Take attendance

Make photocopies

Prepare the sessions (name plates, water bottles…)

Run errands

Shopping for the IIWE (food…)

Help at receptions (set-up tables, serve, clear, etc.)

Provide assistance to professors (classroom logistics, industrial visits, etc)

Socialize with students (help them to integrate)

Take photos / make video

Collect the journal after Sessions

Estimated work hours :

· June : 35/week

· During sessions in July : 40-45/week

· Wrap up after sessions : 35/week

Location :

· At EPF, Paris, France.

What we offer : 

· Public transport pass for Paris

· Lodging

· and a great work experience

Applications open immediately: 

· Send your CV and letter of recommendation to the IIWE Director, Molly.Malone@epf.fr.   

