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Posting Title: Business Specialist
Base: Beijing, China

Duration of the Internship:

- The minimum duration of an internship is three months.
- Interns work five days per week under the supervision of a staff member
in the embassy.

Responsibilities:

- Assistance in drafting and preparing official documents.

- Business research

- Attending and summarizing conferences and business meetings.

- Assistance during conferences.

- Event planning

- Assisting the embassy handing protocol affairs in promotion events

- Identifying suppliers for goods and services

- The final Internship position/choice will be made in consultation with the
interns.

Requirements:

- University major in translation and English major.

- Fluency in written and verbal communication skills in English and
Chinese (must provide at least one certificate for English ability).

- Enrolled in the final academic year of university degree.

- Self-motivated, good at communication.
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