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VACANCY FOR INTERN



The company :  NEI (UK) (Nature Expeditions India (UK) Ltd) is a long haul tour operator, based in Gwaun Cae Gurwen, near Ammanford. We specialise in holidays to India, to where we first began offering holidays in 1993. Our portfolio now also includes the countries of Nepal, Bhutan, Tibet, Sri Lanka, Burma (Myanmar), Malaysian Borneo, Singapore, Laos, Cambodia, Vietnam, Indonesia, China, Uzbekistan in central Asia, Madagascar and east Africa safaris, The Sultanate of Oman & Costa Rica in central America. The business is run by two main persons, who are both directors.

The vacancy: We are looking for an intern, who is interested in travel and especially the regions of the world in which we operate and who has a good general knowledge of world geography.
We, at the moment, need someone who can work on their own initiative to handle our social media accounts and develop new ones, if they think it worthwhile, to market our holidays to the general public and companies in the form of our holidays offered to staff as prizes in incentive schemes (MICE).
Ideally, the applicant will be able to develop their own ideas and be reasonably self-motivated, but at the same time we will always be available to assist and inform. We will supply all necessary photographs and suggest textual content for media campaigns, but will also be open to and expect the applicant to make suggestions to us, too.
A good knowledge of social media (i.e. Facebook, Twitter, WhatsApp, Pinterest, etc.) and how to make the best use of it, will be a distinct advantage.
Good knowledge of web design and SEO would be an advantage. Needless to say, a knowledge of good English is essential.
The successful applicant, due to the nature of the work they will be carrying out for us, does not need to be based at our office, but can visit us as necessary and otherwise work from their own homes or from the university.

What we offer: Great experience in involvement in our business and the possibility of trips to India, perhaps other destinations, too.
We will cover reasonable expenses on an ad hoc basis, rather than as a fixed amount, plus we will pay commission on any holidays sold due to the efforts of the intern.
There is also a strong possibility, should they wish it, that the successful applicant will be able to work with us following their graduation and could even take over the entire business in due course.
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Render Clean – Algae & fungi removal & treatment - Upholstery, Carpet & Rug Cleaning – Gutter & Fascia Cleaning - Power jetting for patio's, driveways, stonework & decking - Window and Conservatory Cleaning Roof Cleaning - End of tenancy – Builders & Sparkle Cleans

Job Description for Intern
To assist in the marketing, office systems, production of RAMS [Risk Assessments & Method Statements], COSHH Assessments [Control of Substances Hazardous to Health], website updates, blog and newsletter.

1. Marketing: design a marketing campaign aimed at either commercial or domestic clients. May include any or all:
0. leaflet design and distribution
0. Google AdWords
0. Website updates [text and graphics]
0. Writing a blog and uploading to website
0. Producing an e- newsletter
0. Facebook
0. Twitter
0. LinkedIn Company Page
0. Attending Trade Shows
0. To suggest marketing ideas

1. RAMS, COSHH assessments:
1. Training will be given
1. Onsite visits to assess risk etc.


1. Office systems to assist and advise:
2. CRM [Customer relationship management] assist management
2. Management of PAT [Portable appliance testing] Diary
2. Manage maintenance testing of machinery diary
2. Manage Cloud filing system
2. Invoicing
2. Manage Age Cymru quotations, invoicing etc.
2. Assist in the production of CDM Construction (Design and
Management) Regulations 2015 Construction Phase Plans


It is an exciting time at STR Cleaning we are growing fast and we need to keep up to date with all our systems and marketing.

We need the help of someone who has energy, ideas, has a good understanding of social media and is willing to learn about our industry and our client base.
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About us
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Business in Focus is a social enterprise that exists to support the growth of enterprise and in turn the economy of Wales. We do this through delivery both directly to entrepreneurs and SMEs; and via business support contracts for clients including the UK and Welsh governments, other public sector bodies and not-for-profit organisations.

Business in Focus currently has two placement opportunities within their Business Development & Marketing department.



Placement Marketing To include
Marketing Events Management

Duties will include:

· Assisting with event planning and event management
· Supporting the marketing team with day to day tasks
· Helping to maintain and write content for our social media accounts to promote the events
· Work on our client database to add and amend data as required
· Work on developing our internal networking map
· Set up and run email marketing campaigns to our clients and partners
· Proof reading marketing materials and communications
· Attending events approx. 1 event per month
· The role would suit someone who is looking to gain experience in Marketing and Events Management.

Website Development

Duties of the role will include:

· Uploading documentation to our new website
· Liaison with the web developer
· Attending meetings/arranging meetings with staff to discuss the website
· Getting familiar with the new CMS system
· Updating branding guidelines


The role would suit someone who is looking to gain experience in web development and project management with a keen flair for marketing and events management. We are ideally looking for a person who has access to their own car to travel to the office in Bridgend, and is familiar using different CMS systems.
The placement will commence in November, and will be based in our Pencoed office in Bridgend. Travelling expenses will be reimbursed by Business in Focus. We can be flexible around the office base if required. (offices in Swansea, Bridgend, Cardiff & Trefforest)

You can get to know us at www.businessinfocus.co.uk
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Placement 2 - Business Management Researching opportunity


To include


Property Department and tenant community development

Duties will include:

· Working with our Marketing & Property team to look into the scope of services already provide and how to improve the landlord services offered.
· Researching Incubators around the UK and especially Wales to find best practice
· Identifying improvements for tenant communications and support
· Working with the property and marketing team to develop the tenant community

Training Needs Research

· Research with local businesses and our tenants on their business training needs
· Scoping and sending questionnaires to find out their support needs
· Devising a programme to support these needs either from internal resource or pointing to existing provision.

The role would suit someone who is looking to gain experience in Researching and in Facilities and Business management ; gaining practical insight into research methods for business intelligence and their practical use in the business arena


Application

To apply for either of these work experience placements please email Email : marketing
@businessinfocus.co.uk stating which placement you would like to apply for with a CV and a covering email on why you would like this placement.















Job Description 
Marketing Co-ordinator

As a Marketing Co-ordinator, you will be playing a vital role.

The role of the Marketing assistant is to bring exposure to the business using the most effective marketing means.

Your key responsibilities are:
· Managing & Coordinating posts.
· Mailing list management and sending the Real Estate mailings.
· Managing the process for matter collection for Real Estate. (articles/pictures)
· Identify and examine progress of prospective matters for internal and
external promotions.
· Produce marketing collateral and assist with production.
· Coordinate and create design materials.
· Track Post reviews.
· Supporting the team on ad hoc projects. (when selling or letting a property)
You must have keen interest in professional services. You must able to face tight deadlines assertively and must be able to exhibit an even-mix of strong initiative, creative flair and technical competence.


Desirables
· In ownership or access to a car



Lewis Pownall Ltd, International House, 124 Cromwell Road, Kensington, SW4 4ET














Job Description Duties of administrator:-
· Photocopying and data collection
· Arrange and conduct viewings
· Liaise with the power team to assist with the purchase, sale and letting of property
· Register with estate and letting agents
· Negotiate offers on properties to achieve the right price
· Providing feedback to estate agents
· Deal with property management issues
· Brochure production
· Window cards
· Send letters and offers
· Assisting with choosing equipment and furniture to dress property
· Organise and arrange workmen visit to the sites
· Create specifications and ensure all power team members are ready for execute.
· Assist director with day to day tasks
The candidate must have the following skills & attributes:

· Must have excellent customer service skills
· Must have the ability to work under pressure and have experience within a target driven role
· Must be Confident, professional and well presentable
· Must have excellent oral and written communication skills
· Professional telephone etiquette
· Must be enthusiastic and highly driven
· Ideally ambitious and career oriented
· Excellent attention to detail
· Team player, honest and personable






Lewis Pownall Ltd, International House, 124 Cromwell Road, Kensington, SW4 4ET


Cynth Weyman – Carmarthen Based
Tel/text: 07772820313    Email: studio@cynthweyman-artist.co.uk
www.inspired 2 collect.co.uk
Facebook.com/cynth weyman – inspired 2 collect gallery
Correspondence by Post: 44 Ty Rhys, The Parade, Carmarthen. SA31 1LY
Brief for Internment Social media/Sales etc 2017+
The aim would be to help me tidy general IT items up and show me how to be more effective with any additional IT and social media systems to promote my small business as a professional artist and solo gallery curator. 

Marketing My Artworks & Fashion Pieces
Media & Promotional paper publicity

Website: www.inspired2collect.co.uk
Facebook.com/Cynth Weyman – inspired 2 collect gallery
Instagram (about to set up)
DL flyer re gallery and product
Business Card
Loyalty Card (discounts for returnee customers)
Exhibition flyers and posters
Pull Up poster (in last major exhibition which I can adjust for future CTA business fayres)
Mailing List
Issues Needing Attention/Support:
1. Social Media Campaigns/Publicity:
· Facebook – education: how to choose where to boost info/campaign eg Lampeter, Cardiff, London, Bath, Bristol, Gower, Llanelli, Burry Port, Llandeilo, Llandovery, Swansea (Gower) and Tenby.
· Linking in social media with hand flyer distribution in targeted areas.
· Finding economical ways to encourage visitors to physically come to my gallery – a day out in Carmarthen shopping, cinema, theatre etc.

1. Using Various Social Media and Marketing programmes:
· Start Instagram (got account but not entered system). 
· Tidy up LinkedIn.
· Mail Chimp (to start a Newsletter and Invitations to events).
· Apps re mobile phones – which do I need?
· Creating a ________symbol for folk to click in gallery window and publicity (sorry forgotten term for it).
· www.cynthweyman-inspired2collect.co.uk
· I designed my Wordpress website a few years ago with help from EU funded Software Alliance Wales. It has recently been upgraded to be read on a mobile phone/tablet via Curious (Simon Lambert). I need to reduce wording next to make it more effective (some help needed here to reach younger age group (30-45).
· Marketing Language/Buzz words to reach 30-40 year olds/wedding market:
· Need phrases using specific language that attracts them to social media, to visit art galleries and begin buying quality heirloom collections for their futures. 
· IPad – using it effectively and cheaply.

1. Security:
· Protection of images.
· Sorting out passwords for all social media
· Dealing with forgotten passwords – some companies seem to be incredibly difficult for the owner/or I just don’t understand their jargon at the time!
· Tweeking my lap tops re bugs and security. Some are automatic.
· Security & Confidentiality Issues re Internment person and University
· Copyright issues
· Data Protection issues


Cynth Weyman cont 6.

1. Finance:
· Working on low budgets in targeted areas.
· Creating orders online but not e-commerce set up (want folk to visit gallery then buy in venue or order afterwards/later). Can take credit/debit cards over the phone.
· Start a Paypal/Amazon account (however Paypal and Amazon type scams have tried targeting me in the past so got nervous). Will consider other types of payment systems attached to mobile phones but need guidance re their security levels and reporting systems.
· My technique and artworks collection book is in progress – how do I sell sections of the book electronically to raise funds for marketing my gallery and exhibitions and cope with IT costs?
· Identifying small grants (reasonably easy to apply for) to enable me as a solo artist to develop my use social media systems to market my product as an artist either now or in the future after my lease has ended in 2019. It seems that most grants are only available to groups/organisations.
· Coleg Sir Gar Fashion Department’s invited me to become a business client in 2014 through their EU funded Textile Technology Project 1 & 2 - designing pure silk scarves from my Intaglio Strati artworks and in preparing briefs for a silk printing factory in Worcester. 
· I have really valued the expertise and ‘my posh scarves’ have proved successful to date. 
· I am still a business client but of course now have to pay £45 per hour for assistance and that’s just the IT part. The printing is a lot more. I make up the fashion pieces. It’s a major commitment for me but an important one. 
· My fourth collection is in progress in time for Christmas shoppers, so I will need to start marketing them with more social media knowledge by September. I may also include giclee prints to sell/promote on line.

1. House keeping & Time Management:
· Tidy up Facebook page and postings (personal/business).
· Linking Media Library for social media to add more images with postings.
· Creating and adding short videos re textile technique as carrots to entice (i.e. without giving the whole technique away. Want to entice more folk to visit exhibitions and attend workshops in my gallery. Current political state in the UK seems to be affecting such programmes now.
· Working on Smart Phones for Facebook to speed up campaigns.
· Effective Short messages for Google to promote my business forward. Coping with terminology that seems to constantly change and confuse me.


Cynth Weyman cont 7.

1. Website & Social Media:
· Understanding SEO’s on my website especially key words that don’t seem to match requirements.
· Shortening information to entice readers to want more and visit my art gallery to see the real thing before purchasing.
· Creating Hyperlinks and Permalinks to other pages and postings.
· Action Buttons to other pages and interaction techniques involving the reader.
· Identifying repeated phrases quickly to remove and avoid Google & Facebook penalties. 










POBL

INTERN SUGGESTED IDEAS

Funding Officer Intern
Key Roles and Objectives:
· To identify funding opportunities and commence the bidding process in collaboration with other interested parties at POBL.
· To ensure that the Charity is compliant in terms of policies and procedures necessary to secure grants Eg, Equal opportunities policies, volunteering policies etc.
· To explore possible partnership / collaborative working opportunities in order to open up more funding avenues
· To deliver a sustainable stream of funding in collaboration with the Business Development intern (See below)



Business Development Intern

Key Roles and Objectives:

· To identify opportunities to position and sell POBL’s training and Consultancy offering.
· To work closely with the Funding Officer Intern on bids.
· To attend networking events where possible
· Work closely with the marketing intern to produce suitable high quality marketing collateral for use to position POBL.

Marketing / Media Intern

Key Roles and Objectives:

· To take the lead role in the design and positioning of the POBL media presence.
· Possibly re-design the Website to make it more user friendly and clean
· Work closely with the Business Development Intern on suitable marketing collateral in order to promote our training and consultancy services. 
· Devise a strategy to ensure we always have something to release to the press etc












Therapy Solutions

1 Internship  Digital Marketing and Admin Assistant

      Location:   Swansea 
Reporting to:  Managing Director 


Nature of role: Are you looking to be the Digital Marketing and Admin Assistant of a longstanding, Swansea based, national corporate wellbeing provider? We’re looking to take on this new and exciting, key role within the company as we are currently experiencing a major growth stage. You’d provide general digital marketing and admin support to the Managing Director and help to drive the company forward.

Responsibilities. Assisting with:

· Management and maintenance of the CRM databases including client, sales leads and therapists databases.
· Collecting and collating contact information from events, uploading to CRM system for follow up marketing campaigns post event.
· Updating social media accounts with approved copy in line with the agreed marketing plan
· Updating website and blog with approved copy in line with agreed marketing plan.
· Producing, collating, and sending results of online surveys.
· General office administration to include filing, photocopying, scanning, sorting post, and responding to e-mails.
· Handling telephone calls, assisting the caller, passing on messages quickly and accurately. 
· Ensure the office is kept clean and tidy.


Whilst the above is an indication of the main responsibilities of the post it is not an exhaustive list.  The post holder may be required to undertake other duties as required by the Managing Director.


Skills and Knowledge: Essential

· Ability to think ahead and anticipate business needs.
· Proficient using Microsoft Office, Word, Excel and Outlook, Microsoft 365.
· Ability to pick up and adapt to new technologies and software quickly.
· knowledge of working in an administrative and marketing capacity.
· Knowledge of digital marketing, and social media platforms.
· Knowledge of basic CRM management. 
· Ability to deliver excellent customer service and conduct yourself in a professional manner
· GCSE Mathematics and English, or equivalent experience.


Skills and Knowledge: Desirable	

· Knowledge of digital marketing and social media platforms including
Mail Chimp, Survey Monkey, Hootsuite, Twitter, Facebook, instagramme, Linkedin and wordpress.
· Basic research skills.
· Knowledge of the wellness marketplace.
Person Specification:

· Proactive, problem solving approach to work
· Ability to self-manage and prioritise workload effectively
· Work well as part of a team
· Highly organinsed
· Ability to communicate effectively both orally and in writing
· Excellent interpersonal skills
· Good listening skills
· Well organised
· Friendly, professional telephone manner
· Demonstrate respect for other peoples’ values and opinions


	
2  Internship  Project based work:

Location:   Swansea 
Reporting to:  Managing Director

Project 1

We have a number of paper based, business critical and confidential documents that have been given the go ahead to be stored digitally. The project will create a digital database for the information that will enable the Company to ensure the archiving and safe storage of the data while reduce the risk of loss or damage to the information. It will involve:

· Planning, creating and populating a searchable, accessible, digital database for business critical documents.
· Scanning existing, paper based documents.
· Uploading scanned documents to database and archiving them.  
· Create a handbook for use and maintenance of database


Project 2

We run regular benchmarking surveys with clients, producing a report each time. The results are currently produced on a client by client basis. We would like to create a database of aggregated results based national averages.

· To plan, create and populate an aggregated, national database of all the survey results
· To upload the information into the database
· analyse and aggregate the the data and 
· produce reports based on the national averages for use in marketing campaign, white papers etc


Business Development & Customer Engagement Assistant

· Location:   Swansea 
· Reporting to: Managing Director 

Nature of role: Are you looking to be the Customer & Business Development Assistant of a longstanding, Swansea based, national corporate wellbeing provider? We’re looking to take on this new and exciting, key role within the company as we are currently experiencing a major growth stage. You’d provide customer care and business development programmes to the Managing Director and help to drive the company forward.
To succeed in this role, you’ll need to communicate well and multi-task under tight deadlines. You will use your communication skills to cultivate leads and develop strong, positive relationships with clients, from first contact through to client on boarding. You’ll be the assigned as the clients’ first point of contact, to ensure our relationships with clients are strong, profitable and long-term. 
Knowledge of sales and customer service would be an asset in this position. In this role, you should be able to grasp customer needs and brainstorm ways to fulfill them. Ultimately, you will boost sales and contribute to our long-term business growth through customer acquisition and retention. If you are motivated, results driven and a problem-solver, we’d like to meet you.
Responsibilities. Assisting with:
· Build long-term, trusting relationships with clients
· Proactively seek new business opportunities in the market
· Set up meetings or calls with prospective and established clients
· Manage and maintain the CRM databases including client, sales and therapists databases.
· Qualify leads from marketing campaigns as sales opportunities
· Schedule regular meetings with customers to ensure they are satisfied
· Act as point of contact for complaints and escalate issues as appropriate
· Create plans to address clients’ business needs
· Ensure both the company and clients adhere to contract terms
· Develop new ways to retain customers
· track relevant KPIs (e.g. customer satisfaction)
· Reporting to the Managing Director
Top of Form
Bottom of Form
Skills and Knowledge: Essential

· Ability to think ahead and anticipate business needs.
· Proficient using Microsoft Office, Word, Excel and Outlook, Microsoft 365.
· Ability to pick up and adapt to new technologies and software quickly.
· knowledge of working in a business administration, customer service, sales or a related field
· A working knowledge of basic CRM management. 
· Ability to deliver excellent customer service and conduct yourself in a professional manner
· GCSE Mathematics and English, or equivalent experience.
· A customer-oriented attitude
· Excellent communication skills
· Problem-solving aptitude
· Ability to work well with a team
· Ability to deliver engaging presentations
Skills and Knowledge: Desirable	

· Knowledge of digital marketing and social media platforms including
Mail Chimp, Survey Monkey, Hootsuite, Twitter, Facebook, instagramme, Linkedin and wordpress.
· Basic research skills.
· Knowledge of the wellness marketplace.

Broadleaf 

Marketing Internship
Broadleaf is a leading UK manufacturer of quality wood flooring, doors and other interior accessories based in Llandybie, Carmarthenshire. We have a network of 10 inspiring showrooms servicing primarily retail clients, plus a successful commercial arm working with brands such as Harvester, Jamie’s Italian and Brakspear Breweries.
Broadleaf marketing is done internally at Director level, with the help of external design and media agencies as required. We are currently looking for a Marketing Assistant on an intern basis, with a serious possibility that this could become a permanent role for the right candidate.
Duties will include:
· Cataloguing and labelling image library
· Developing company Pinterest Account / Instagram
· Helping to plan and write relevant content for Company blog / facebook page
· Writing & distributing Press Releases
· Web page editing – content editing & creation of new product pages (using CMS not code)
· Working with Director to review social media presence and strategy
· Writing content for Newsletters for email marketing campaigns
· Helping to develop internal marketing materials (POS, postcards, flyers etc)
· Analysis of email marketing campaigns and updating of mailing lists
· Helping to develop local advertising campaigns and initiatives to support individual showrooms
· Reviewing SEO reports and reporting on performance 
· Preparation of basic artwork for print advertising 
Requirements
We are looking for someone with very strong writing skills and creative flair who can create quality content, use Microsoft packages proficiently and can confidently manage key social media platforms. The ability to use Corel or Adobe design software would be an advantage. To be successful in this role you will also need to have excellent overall communication skills, an eye for detail and be both well organised and self-motivated so that you can manage your own time across a number of projects concurrently.  
Timing & Remuneration
Internship – we are flexible on length and timing of this, but ideally starting in May / June 2017 for a minimum of 6  - 12 weeks on a full time basis. We are happy to offer a salary of Minimum Wage for this period. 
Should this become a permanent role we would be looking to offer a competitive rate of pay which we believe to be £16,000 - £20,000 depending on experience.
This role would be based at our Head Office in Llandybie.



















SOCIAL MEDIA INTERN – CLOUD GENIUS LTD

Description
Cloud Genius Ltd is a business specialising in Customer Relationship Management (CRM) consultancy and website development. For CRM we use Salesforce. We sell our consultancy services to small businesses and charities. (See our website cloud-genius.com for further details) We aim to not only do good business, but aim to recruit new members to our team from the surrounding area. We are looking to hire an intern with a strong knowledge base and understanding of the digital media landscape, including various social media websites.  Specifically we are looking to promote our new, low-cost website package and our work with charities.

Responsibilities
· Updates Facebook and Twitter Accounts, as well as the Cloud Genius website. 
· Responds to posts or comments to bring value to user’s interactions with Cloud Genius.
· Post updates, news and announcements in a timely manner using appropriate content that is relevant to our customer base and posts it to our social media pages in a manner that invites conversation and interaction. 
· Updates website, Facebook and Twitter accounts with current and relevant photos, video or other content from Cloud Genius activities, products and events. 
· Grows Cloud Genius online social networks by increasing fan base and interactions 
· Completes other social media projects as assigned, including email campaigns. 
· Identifies potential marketing and business opportunities via social media
· As part of monitoring campaigns, you will be expected to use our in-house CRM system, Salesforce.



Requirements.
· Creative self-starter who is comfortable with both taking initiative and working in collaboration. In other words, rather waiting to be given assignments, come with ideas expecting that some will be implemented by you.
· Detail orientated with strong written and verbal communication skills. 
· Experience with Microsoft Applications, basic photo editing software and internet browsers.
· Familiarity and experience with social mainstream social media platforms such as Facebook, Twitter, Google and LinkedIn. 
· Available to work 8 hours a week. 

Eligibility 
This internship is for 6 month and is part time.  We will supply a computer for your use on-site. You may require your own computer in order to complete any of your internship project and tasks that you complete off-side. 
While the internship is unpaid we can provide a stipend to cover travel and any other work related expenses. 
Candidates will be expected to maintain a positive attitude under pressure whilst exhibiting a strong work ethic and enjoy working with a wide range of personalities. Most crucial is a willingness to take on multiple tasks as we take Cloud Genius to the next level. 
This internship will interest someone who is interested in community relations, marketing, education and audience development.


Swansea Bid – Analyst 
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Brief Description of Internship Project
Swansea BID is a non-profit private sector business, elected by the Swansea City Centre businesses and organisations in order to make the area a better place to shop, visit, stay, study and do business.
We are launching an exciting new bespoke project working with UWTSD to help provide useful and practical experiences as part of student’s education, hopefully aiding in employability.
So, the project guidelines:
1. Study of the economic drivers for the City Centre

1. Demographics and shopper profile of City Centre users

1. How much is the Evening & Night Time economy worth to the City Centre?

1. How important is the student demographic to the City Centre’s economy?

Another strand we would be keen to learn more on will be looking at the economic benefits of the BID company operations on the City Centre and its businesses.
The Student Group will have the support of the BID Company and also of UWTSD faculty to deliver the project. Incentives will be provided for those that successfully deliver the project.
If you feel that you’re suitable for this exciting private sector led project, then contact Manjit.biant@uwtsd.ac.uk. Applicants will be asked to explain how they would deliver the assignment in interviews that will take place at the Swansea BID Office based in 1 Picton Lane, Swansea, SA1 4AF.
Good Luck! http://www.swanseabid.co.uk/

Swansea Business Campus (SBC) Student Hub

The SBC Student Hub will be open Monday, Tuesday and Thursdays, 09.00 – 13.00 during term time. It will be staffed by peer mentor volunteers. A student intern is required to coordinate The Hub. This will require approximately 2 hours of work per week.
Student Intern: SBC Student Hub Coordinator
Job Description
The main duties of the intern will be to:
· Arrange peer mentor Hub rota cover (and back-up cover in case of sickness etc)
· Compile Excel records of enquiries for future data analysis
· Refresh The Hub information repository regularly so that it is up-to-date and accurate
· Liaise with staff and students regarding information and support
· Ensure that the Hub is relevant and is used as a sign-posting facility for all students who need it’s services

Person Specification
The intern will need to:
· Pay close attention to detail
· Have relevant IT skills, be able to use Word and Excel software and be able to engage with social media such as Facebook and Twitter
· Demonstrate confidence when liaising with staff and students
· Be aware and have an understanding of the importance of confidentiality
· Be persistent and tenacious in order to get things done






























Clive Atkins Accountants 

www.atkinsaccountants.co.uk


Looking for serious accounting and finance interns to show commitment and interest

Contact Manjit.biant@uwtsd.ac.uk
















































Not Business as Usual Business TV Show
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Project Manager/Producer

Job involves coordinating interviews and production team
Sourcing businesses to interview and arrange meetings.
Driving production and maintaining time schedules

Manjit.biant@uwtsd.ac.uk





































Nomoshobo Job Description
We are looking for a customer-oriented service representative.

[bookmark: What_does_a_Customer_Service_Representat]What does a Customer Service Representative do? 
A customer service representative, or CSR, will act as a liaison, provide product/services information and resolve any emerging problems that our customer accounts might face with accuracy and efficiency.
The best CSRs are genuinely excited to help customers. They’re patient, empathetic, and passionately communicative. They love to talk. Customer service representatives can put themselves in their customers’ shoes and advocate for them when necessary. Customer feedback is priceless, and these CSRs can gather that for you. Problem-solving also comes naturally to customer care specialists.
They are confident at troubleshooting and investigate if they don’t have enough
information to resolve customer complaints.
The target is to ensure excellent service standards, respond efficiently to customer inquiries and maintain high customer satisfaction.
[bookmark: Responsibilities]Responsibilities
· Manage large amounts of incoming and outgoing calls
· Generate sales leads
· Identify and assess customers’ needs to achieve satisfaction
· Build sustainable relationships and trust with customer accounts through open and interactive communication
· Provide accurate, valid and complete information by using the right methods/tools
· Meet personal/customer service team sales targets and call handling quotas
· Handle customer complaints, provide appropriate solutions and alternatives within the time limits; follow up to ensure resolution
· Keep records of customer interactions, process customer accounts and file documents
· Follow communication procedures, guidelines and policies
· Take the extra mile to engage customers

[bookmark: Requirements]Requirements
· Proven customer support experience or experience as a client service representative
· On the job training will be provided where requirements are not met
· Track record of over-achieving quota
· Strong phone contact handling skills and active listening
· Familiarity with CRM systems and practices
· Customer orientation and ability to adapt/respond to different types of characters
· Excellent communication and presentation skills
· Ability to multi-task, prioritize, and manage time effectively 



Rhino Doors

www.rhinodoors.com

Looking for someone possibly on a 3 month placement (but this is flexible).

The role entails reviewing all of the costs in the business, eg.  IT spend across the business and other such expenditure.

It will be an exercise in breaking down all the component parts to our spend, highlighting what each cost relates to so that we can tender for more combined services. We are therefore looking for someone who is familiar with accounts/sage so that they will have an understanding of where to collate the information from.

Manjit.biant@uwtsd.ac.uk




Wolftsone

1 Translation work
http://www.wolfestone.co.uk/careers/freelance-translators/

2 Marketing intern
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