Job overview

Our client is looking for a self-motivated business administrator intern with strong leadership skills and a
thorough understanding of business operations to facilitate and optimize our business processes. The
business administrator’s duties will include overseeing and analyzing financial operations, approving
purchases and expenditure, mediating between staff and other executives, appointing heads of
departments, marketing and promoting the business, and facilitating training programs. Your expertise in
streamlining their business operations will help their organization thrive and maximize efficiency and
profits.

Successful candidates must possess strong leadership qualities, analytical skills, thrive under pressure and
great people skills. Ultimately, the outstanding business administrator should integrate and streamline
business activities, achieve business goals through set strategies, and have a positive impact on staff
productivity.

Responsibilities

Drive and supervise positive business growth.

Detect wastage and improve efficiency.

Oversee day-to-day business activities.

Introduce and implement innovative short and long-term business goals.
Liaise and consult with clients, staff, and suppliers.

Evaluate and enhance employee performance.

Improve business programs, technologies, and policies.

Negotiate and approve agreements with internal and external stakeholders.
Oversee and manage budget activities.

Harmonize organizational activities.

Requirements

Business admin degree or any business related field.
Must speak French

Excellent written and verbal communication skills.
Problem-solving skills.

Must be able to prioritize

Broad business knowledge.

Ethical behavior.

Excellent networking skills.

Deadline for application is February 12th, 2023
Note: This is a paid internship.



