	INTERNSHIP OPPORTUNITIES WITH POSSIBLE PROMOTION TO THE PERMANENT POSITION
Union of Information Technology

Enterprises of Armenia
Fundraising and Program Officer 

TERM:  2-monhts part-time  internship, with possible promotion to the full time permanent position
JOB RESPONSIBILITIES:
Assisting in Fundraising activities,
Development of concept papers, Gantt Charts, monitoring and evaluation plans, logical frameworks, grant proposals, memorandums of understanding, program reports, etc.

Developing and maintaining relationship with local and international partners,
Maintaining of correspondence with local and international stakeholders and counterparts

Maintaining and updating donor’s database,
Preparing the reporting to international partners,
Translation of working documents from English and Russian into Armenian and vice versa,
Cooperation with PR, Advocacy, Membership Development and Event Management units to develop handouts and PR materials and deliver it to target groups. 

Assisting in event organization and promotion activities.

Assisting in Marketing and targeting activities

Other responsibilities as assigned by Management.

 REQUIRED QUALIFICATIONS:
Bachelor in the fields of Finance, Intercultural Communication, Linguistics, Management, Marketing, Business Administration or other related specializations. In exceptional cases last year students can be shortlisted. 
At least one-year work experience or field study in fundraising, PR, marketing, event management, business administration or other relevant field. 

Very good proposal writing skills

Business Communication and negotiation skills

Strong analytical skills;
Experience of working with international organizations is preferred;
Self-motivated personality, with effective presentation skills;
Oral and written comprehensions;
Excellent interpersonal skills and superior team player;
Advanced computer skills; 
Excellent knowledge of Russian and English languages. Additional knowledge of German/French will be appreciated, but not obligatory.
Additional information: Chosen candidate will have an opportunity to work with international expert in Fundraising and get necessary skills from him
Marketing/Sales Assistant

TERM:  2-monhts part-time internship, with possible promotion to the  full time permanent position
JOB RESPONSIBILITIES:
Assisting in Marketing activities,
Identification of target sectors and companies, development of leads and shortlists for further communication and sales.

Promoting UITE events by dealing with possible clients and visitors, pre-selling sponsorship and participation packages.

Assisting in the distribution of handouts and PR materials

Assisting in event organization and promotion activities.
Maintaining databases and preparing labels

Other responsibilities as assigned by Management.

REQUIRED QUALIFICATIONS:
Bachelor in the fields of Finance, Intercultural Communication, Linguistics, Management, Marketing, Business Administration or other related specializations. Last year students also can be shortlisted. 
At least one-year work experience or field study in fundraising, PR, marketing, event management, business administration or other relevant field. 

Perfect Business Communication and negotiation skills;
Strong analytical skills;
Excellent sales skills;

Self-motivated personality, with effective presentation skills;
Good looking and accuracy;
Oral and written comprehensions;
Excellent interpersonal skills and superior team player;
Advanced computer skills;
Excellent knowledge of Russian and English languages. Additional knowledge of German/French will be appreciated, but not obligatory.
Assistant to Portal Manager/Translator
TERM:  2-monhts part-time  internship, with possible promotion to the part-time permanent position
JOB RESPONSIBILITIES:
Assisting Portal Manager with content management issues

Translation of portal materials from English and Russian into Armenian and vice versa,
Cooperation with UITE and UITExpo units to get materials and adopt them for websites. 

Promoting websites and looking for banner placement orders.

Other responsibilities as assigned by Management.

 REQUIRED QUALIFICATIONS:
Bachelor in the fields of Intercultural Communication, Linguistics, ICT or other related specializations. Students also can apply for this position.

At least one-year work experience or field study in fundraising, PR, marketing, event management, business administration or other relevant field will be an advantage but not obligatory. 

Content management skills
Editing skills

Business Communication and negotiation skills

Self-motivated personality, with effective presentation skills;
Excellent interpersonal skills and superior team player;
Advanced computer skills; 
Perfect knowledge of Armenian, Russian and English languages. Additional knowledge of German/French will be appreciated, but not obligatory.
Assistant to ArmRobotics Manager

TERM:  2 months part-time  internship, with possible promotion to the part-time permanent position

JOB RESPONSIBILITIES:

Working with participant teams, assist them, etc.

Working with competition Jury

Cooperation with PR, marketing,  portal and local stuff

Translation of working documents from English and Russian into Armenian and vice versa,
Assisting in the distribution of handouts and PR materials

Assisting in event organization and promotion activities.

Maintaining databases and preparing labels

Other responsibilities of event management.

 REQUIRED QUALIFICATIONS:
Bachelor in the fields of technical specializations. Students also can apply for this position.

Very good proposal writing skills

 Communication and negotiation skills

Excellent interpersonal skills and superior team player;
Advanced computer skills /MS office, Corel draw, AutoCAD or solid works, Photoshop, additional Linux, C++ or assembler etc /; 
Advanced knowledge of English-both written and oral
APPLICATION PROCEDURE FOR ALL POSITIONS:

Please send your CV along with Cover letter to  career@uite.org Indicate in the subject line of your e-mail the title of the position you are applying for. No phone calls please! Additional information can be obtained via e-mail requests. Interested parties can also visit www.uite.org and www.digitec.am websites for additional information about UITE and UITExpo activities. 



	
	


