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Description

Prince George Internships is dedicated to providing valuable internship
opportunities for students and recent graduates in the Prince George area. We
partner with local businesses and organizations to offer hands-on experiences that
help interns develop essential skills and kickstart their careers. Our mission is to
bridge the gap between education and employment by offering meaningful
internship placements and fostering professional growth.

Responsibilities

As an Internship Coordinator at Prince George Internships, you will play a pivotal
role in connecting aspiring professionals with rewarding internship opportunities.
You will work closely with both interns and partner organizations to ensure a
mutually beneficial experience. Your responsibilities will include:

¢ Internship Placement: Collaborate with local businesses and
organizations to identify internship opportunities across various industries.
Candidate Screening: Review internship applications, conduct interviews,
and assess candidates’ qualifications and career goals.

Matchmaking: Pair qualified candidates with suitable internship
placements based on their skills, interests, and career objectives.
Onboarding: Facilitate the onboarding process for interns, including
orientation sessions and necessary paperwork.

Support and Mentorship: Provide ongoing support to interns throughout
their placements, offering guidance, mentorship, and resources to maximize
their learning experience.

Relationship Management: Build and maintain strong relationships with
partner organizations, serving as the main point of contact and ensuring
their satisfaction with the internship program.

Evaluation and Feedback: Collect feedback from interns and partner
organizations to continuously improve the internship program and address
any concerns or challenges.

Networking and Outreach: Represent Prince George Internships at
community events, career fairs, and networking functions to promote the
program and expand our network of partners.

Qualifications

e Bachelor’s degree in a relevant field (e.g., business administration, human
resources, education).

¢ Previous experience in recruitment, talent acquisition, or career services
preferred.

¢ Excellent communication and interpersonal skills, with the ability to build
rapport with diverse stakeholders.

e Strong organizational abilities and attention to detail, with the capacity to
manage multiple tasks simultaneously.

¢ Passion for supporting student development and fostering career readiness.

¢ Knowledge of the local job market and business community in Prince
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George is a plus.
* Ability to work independently and collaboratively in a dynamic, fast-paced
environment.

Job Benefits

e Competitive Salary: A competitive salary package commensurate with
experience and qualifications.

Professional Development Opportunities: Access to professional
development resources, workshops, and training sessions to enhance skills
and knowledge in talent acquisition, career counseling, and relationship
management.

Flexible Work Arrangements: Flexible work hours or remote work options
to support work-life balance and accommodate personal commitments.
Healthcare Benefits: Comprehensive health insurance coverage,
including medical, dental, and vision plans, to support employees’ well-
being.

Paid Time Off: Generous paid time off, including vacation days, sick leave,
and holidays, to recharge and maintain work-life balance.

Retirement Savings Plan: Enroliment in a retirement savings plan, such
as a 401 (k) or pension scheme, with employer matching contributions to
help employees plan for their future.

Professional Networking Opportunities: Opportunities to network with
professionals in the local community, attend industry events, and build
connections that can support career growth.

Employee Assistance Program (EAP): Access to confidential counseling
and support services to assist employees with personal or work-related
challenges.

Team Building Activities: Regular team building events, social outings,
and activities to foster a positive work culture and strengthen team
cohesion.

Opportunity for Advancement: Opportunities for career advancement
and growth within the organization, with clear pathways for professional
development and promotion.

Contacts

Prepare Your Application Materials: Update your resume to highlight
relevant experience, skills, and qualifications for the position. Write a cover
letter expressing your interest in the role and outlining why you believe you
are a good fit for the position.

¢ Submit Your Application: Send your resume and cover letter via email.
Please ensure that your email subject line clearly states the position you are
applying for (e.g., “Application for Internship Coordinator Position”).
Include Relevant Information: In your email, include any additional
information or documents that support your application, such as references,
portfolio samples, or certifications.

Double-Check Your Application: Before sending your application, double-
check for any errors or typos in your resume and cover letter. Attention to
detail is important in the application process.

Follow-Up: After submitting your application, you may follow up with a
polite email or phone call to inquire about the status of your application or to
express continued interest in the position.

Interview Process: If your application is selected for further consideration,
you may be invited to participate in one or more interviews with members of
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the Prince George Internships team. Prepare for these interviews by
researching the organization, reviewing common interview questions, and
highlighting your relevant experience and skills.

o Offer of Employment: If you successfully complete the interview process
and are selected for the position, you will receive an offer of employment
from Prince George Internships. Review the offer carefully and
communicate any questions or concerns before accepting the offer.
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