CEO Office Intern

We are seeking a motivated and detail-oriented individual to join our organization as an
intern in the CEO's office. This position offers a unique opportunity to gain hands-on
experience supporting the CEO in a fast-paced and dynamic environment. The intern will
play a vital role in providing administrative support, conducting research, assisting with

communication tasks, and coordinating special projects.

Responsibilities:

e Provide administrative support to the CEO, including managing calendars, scheduling
meetings, and handling correspondence.

e Conduct research and analysis on industry trends, market analysis, and competitor
activities to provide insights and support strategic decision-making.

e Assist in drafting and proofreading communication materials, including emails,
memos, and presentations on behalf of the CEO.

e (oordinate and support the CEO in project planning, coordination, and tracking
progress on strategic initiatives and special projects.

e Help manage and maintain relationships with key stakeholders, including board
members, executives, clients, and partners.

e Maintain confidentiality and handle sensitive information with discretion and
professionalism.

e Support the CEO in ad-hoc projects and assignments as needed.

Qualifications:

e Currently pursuing a degree in business administration, management, HR or a related
field.

e Strong organizational skills and attention to detail.

e Excellent verbal and written communication skills.

e Proficiency in research and analysis.



e Ability to handle multiple tasks simultaneously and meet deadlines.

e Demonstrated professionalism and discretion in handling confidential information.

e Proficiency in Microsoft Office suite (Word, Excel, PowerPoint).

e Ability to work independently and as part of a team.

e This is a 3 month internship position with the possibility of extension. The internship
is a paid opportunity. We encourage candidates who are eager to learn, contribute, and

gain valuable experience in a booming industry to apply.

We will contact shortlisted candidates for interviews.




