A.D. BOS POSITION DESCRIPTION

POSITION TITLE:   Business Intern                           DATE: October, 2014
TEAM LEADERS: 
President  & Human Resources Manager
SUMMARY

Internship will focus on Graphic Arts, Social Media, and Communications in a customer service based business.  Internship is available as either a credit earning program, or a paid work experience.
INTERNSHIP GOALS
1. Assist social media coordinator with projects, including both photographs and content, and identify new opportunities. 

2. Work with A.D. Bos sales and marketing team on projects including sales presentations, advertising, and marketing materials.
3. Assist sales efforts by updating and coordinating CRM software usage.
REQUIREMENTS

1. Excellent communication and presentation skills – both verbal and written.

2. Junior or Senior level student majoring in business, marketing, or graphic arts.
3. Proficiency with Google Products, Prezi, PowerPoint, Word, Excel Adobe Photo Shop, Publisher, and major social media platforms.
4. Creative thinker with a history of resourceful and original ideas.

5. Ability to both collaborate with others and to work independently.

__________________________                         ____________________________

Human Resource Manager                                  Date

__________________________                         ____________________________

President                                                              Date

