Macon-Bibb County CVB Job Description

Job Title:

2015 CVB Administrative Internship

Report To:

Office Manager and President & CEO
Hours:


Part-Time

FLSA Status:

Internship
Updated:

July 2015
SUMMARY:  


As an intern, this position will provide administrative support for the Macon-Bibb County Convention & Visitors Bureau administrative team.

ESSENTIAL DUTIES & RESPONSIBILITIES:

· Perform administrative duties for the Administrative Team, to include: composing, editing, creating files and copies and other correspondence and reports *  

· Assist with updating and creating computer databases*  

· Updating and creating Excel spreadsheets*    

· Assist in the Visitor Center as needed*

· Perform other duties as assigned 

REQUIRED SKILLS 

Excellent Oral and Written Communication Skills

Highest Ethical Standards

Planning and Organizing 

Interpersonal Skills

Time Management

Professionalism

Team Building

Presentation

Diplomacy

Multi-task 

SYSTEMS/COMPUTER SKILLS


To perform this job successfully, an individual should have strong knowledge of Microsoft Office.
PHYSICAL DEMANDS  

The physical demands described here are representative of those that must be meet by an 

employee to successfully perform the essential functions of this job.  Employee must be able 

to lift and carry 30lbs.

EDUCATION and/or EXPERIENCE 

· Pursuing a college degree with a major or concentration in Tourism, Business
 Administration, Event Management or related field

· Bilingual/Spanish, French, German verbal, written, and translation communication skills are a plus

