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3. Purchasing Intern
4. HR Intern

Position Title City, State Length Stipend
1. B2B Marketing Intern
2. Business Admin. (Event Planning) Intern Port Washington, 12 74 $18.00 / Hour

NY

Job Descriptions / Academic Background

1. B2B Marketing Intern
The Marketing Intern will support the Marketing department with various

administrative tasks and general marketing operations.

- Perform marketing analysis and research on the latest trends.

- Assist with daily administrative duties.

- Research and evaluate competitor marketing and digital content.

- Contribute to the creation of mock-ups, email campaigns, and social
media content.

- Assist in marketing and advertising promotional activities as needed.

2. Business Admin. (Event Planning) Intern

Assist in ensuring proactive planning, communication, and deliverable
tracking responsibilities

Assists in the program content development

Inventory management of the event-related materials

Purchase event-related materials and follow up with a payment
Contacting and working with venue coordinators and event-related
vendors

Attend the event and onsite support events as scheduled (Weekday,
weekends, and some holidays Event onsite support

Social media account management and other tasks as assigned
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3. Purchasing Intern (Buying Dept.)

- Purchasing buyers to assigned product lines with specific metric
accountability

- Communicate and coordinate with assigned vendors in issuing purchase
orders to inbound delivery

- Coordinate with internal teams to successfully fulfill orders from
customers.

- Optimize vendor pool and negotiate

- Maintain ideal inventory for maximum profit

4. HR (Talent Acquisition) Intern

- Learn recruitment process by shadowing a Talent Acquisition
Coordinator, Recruiter (s)

Learn how to utilize Workday

Resume reviewing and pre-screening

Schedule candidate phone screens, virtual interviews and in-person
interviews while ensuring an engaging candidate experience

Generate ideas to recruitment marketing and an opportunity to conduct
market research

Clerical work as needed
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Company & City Information
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ICCE Korea - Tommy Lee '%,"'EI / Email : tommy@iccekorea.com
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