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ATTN: INTERNSHIPS
  

Dear Potential Interns:

 

Cultural Awareness International, Inc. is a Dallas based multicultural and multinational boutique/consulting firm with over 20 years experience in intercultural training, relocation and human resources.

 

We are seeking personable interns with excellent communication and customer service skills for an unpaid internship.  Individuals need to be able to work well in both a team-environment as well as on an individual basis.
The responsibilities include:

· Assisting both the intercultural and relocation departments with project coordination

· Client and vendor correspondence

· Research on various cities and countries worldwide including culture specifics
· Assist with cross cultural program development
· Develop and distribute monthly multicultural calendar

· Edit quarterly newsletter

· Multiple projects may be assigned by department heads

You will also be asked to perform some administrative duties including:

Filing, answering the phone, updating a contact database

The internship position is a great way to experience an office environment as well as enhance your international knowledge.  Often times, you will have contact with several international employees at major corporations worldwide. Because we are growing and expanding globally, this learning experience could lead to part-time or full time employment.  

Minimum requirements include: Proficient with Microsoft Office.  International experience is a plus.  

Our office hours are 8:30 a.m.-5:30 p.m. - Monday – Friday. We are located at 2626 Cole Avenue, Suite 710, Dallas, TX 75204 - off of Turtle Creek and across from the Quadrangle.
 

We encourage you to visit our website at www.culturalawareness.com. 

 

Please email your resume to rgarza@culturalawareness.com.  If you have any other questions, please feel free to contact Rebecca Garza at 214-691-4113.  
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