
 

INTERNSHIP PROGRAM JOB OFFER, ID: 5526

 

Starts at:

Ends at:

2019-08-30 - 2019-09-30

2020-08-30 - 2020-09-30

(Dates are flexible)

Total number of Full time employees: 20;

Annual Revenue: $0 to $3 Million;

CA63I
INTERNSHIP
2019



INTERNSHIP DESCRIPTION  
 

Position: Business, Management, Digital Marketing, Accounting, Contracting, Customer Service, Client 

Enrollments, Client Recruitment and Sales

Job rotation: Yes. YES – The program is designed to provide a rotational opportunity to learn in many 

of the Corporate Departments i. e.: Business, Management, Digital Marketing, Accounting, Contracting, 

Customer Service, Client Enrollments, Client Recruitment and Sales

Responsibilities and daily duties: Our internship program includes hands on training, re-enforced with 

video recorded processes and personalized shadow mentor training by assigned designated staff. An 

open door policy to the CEO is established to address any questions or areas needing additional 

instruction or clarification. The Business Internship Program is designed for a business Rotational 

Opportunity (See below): 1. Accounting- the intern will assist in processing broker pay commission 

statements nationwide, to meet weekly and monthly pay deadlines; work closely to audit or identify 

any Inconsistencies with checks and balances. They learn the use of Excel Accounting and Commission 

Spreadsheets including: entering data within a system of cells, organized into rows and columns that 

contain data values, or calculation for calculating sums or percentages. They will learn the fundamental 

and technical concepts of accounting by sorting, filtering and hiding fields using formulas across a grid 

of cells. They will learn critical-thinking and problem-solving skills. 2. Digital Social Media Marketing – 

Marketing the intern will learn how to develop and implement the company's nationwide branding and 

overall social media strategies and tactics that support thousands of contacted brokers. They will assist 

in the development of monthly and annual training events and specific social media plans. The 

objective for this phase is for the intern to learn the many social media platforms to maintain and grow 

the company's social media presence and to support the thousands of broker’s contracted with the 

company. Other business administrative duties will be combined as allotted. 3. Business Administrative 

Management the intern will receive hands on training experience in supporting the CEO’s integrals 

daily operational staff and needs. The learning proficiencies of communicating and applying technical 

applications. The student will learn the business usage of Microsoft applications: PowerPoint, Outlook, 

Excel, Word, Instant Messaging and Social Marketing Media platforms. 4. Contracting Division In the 

contract review assignments the intern will assist in evaluating the dates of licensing approval dates, 

the licensed expiration dates and critical data to perform contract accuracy (Nationwide). The student 

will support portions of the recruitment, appointments or rejection processes for compliance.

Other information: For a cultural experience we schedule a full cultural tour of the California State 

Capital to provide the student with a personalized all day tour and understanding of the beautiful state 

of California and surrounding area. This includes dinner by the river. We encouraged the students to 

visit local attractions such as Spikes, Roseville Golfland – Sunsplash, Thunder Valley Casino, Tower 

Theater and attend local college calendared events to co-mingle with college students in the area. The 

last 3 weeks of the internship include: A re-write of the students Resume to include the learning skills 

attained during the U. S. A. corporate rotational Business Internship Program. It includes a mock 

practice of competitive interviewing skills, to build his / her confidence and pose. This strengthens their 

delivery during future in-person job-hunting interviews and endeavors.

Estimated h/week: 32-40

Compensation type: Wage per hour, This is a hands-on un-paid work experience. Academic credit 

internships can be arranged in accordance with your university or sc

Sponsors preferences: Cultural Vista, icee, ciee.

 



REQUIREMENTS  
 

English rate: 9

Objectives: The intern learns business operating protocol procedures, electronic databases and tasks 

outlined to become well prepared to interact with department and industry experts. The intern will 

become familiar with company procedures learning the enrollment process of client / member 

enrollment policies, screening, data control, application data entry, and upholding compliance 

requirements. This position helps administer the customer service; the beginning point of the business 

process; the centralized progression through the final quality control of the activities. The intern will 

become proficient in numerous electronic tools. Interns are mentored by the CEO of the Headquarter 

Corporation in the understanding of the standards and best business practices used throughout the U. 

S. A. and the interaction with multiple national companies embracing the management of thousands of 

state licensed brokers, in multiple lines of business.

Requirements (skills, experience, qualifications, etc.): Proficient in English reading and writing and 

Microsoft applications. Above avarage Excel Spreadsheet usage.

OTHER INFORMATION  
 

Benefits: As the Host Company, we provide the lifelong learning of professional business skills attained 

in the U. S. A. Corporate Headquarter Office, that sustains thousands of licensed brokers and paid 

commission accounts. The intern will learn business etiquette

Accommodation: Is not provided

Recommendations/contacts: No housing accommodations are provided. Will assist in locating a 

reasonably priced, safe living location. We arrange for your pick up at the Airport.

  


