Job Summary

We are seeking a motivated and enthusiastic Intern to join our dynamic team. This
internship offers a unique opportunity to gain hands-on experience in a professional
environment while contributing to meaningful projects. The ideal candidate will be eager to
learn, possess strong communication skills, and demonstrate a proactive approach to
tasks. This position is designed for individuals looking to enhance their skills and build their
professional network.

Responsibilities
¢ Assistteam members with day-to-day operations and project tasks
e Participate in the bidding process and learn how to estimate projects
e Conductresearch and compile data for various projects
e Participate in team meetings and contribute ideas for improvement
e Support the development of presentations and reports
¢ Help with administrative tasks such as filing, scheduling, and correspondence

e Collaborate with different departments to gain a comprehensive understanding of
the organization

Experience

e Currently pursuing or recently completed a degree in a relevant field (e.g.,
Construction Management, etc.)

e Strong written and verbal communication skills

¢ Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint) is preferred
e Ability to work independently as well as part of a team

e Apositive attitude and willingness to learn new skills

¢ Previous internship or volunteer experience is a plus but not required

This internship is an excellent opportunity for individuals looking to gain valuable
experience while making meaningful contributions within our organization. We look
forward to welcoming passionate candidates who are ready to embark on this exciting
journey with us.

Job Types: Part-time, Temporary

Work Location: In person, on-site



