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Position Title

City, State

Length Stipend

1. Accounting Intern
2. Purchasing Intern
3. Graphic Design Intern

Philadelphia, PA

12708 $20.00/ Hour

Job Descriptions / Academic Background

1. Accounting Intern

- Assist accounting manager and other
financial professionals with creating and
editing financial documents

- Organize the bookkeeping processes of
the company

- Evaluate financial budgets and track
expenses

- Draft and report financial presentations

- Reconcile financial books including

incoming and outgoing funds

2. Purchasing Intern

- Organizing trips to merchandising events and
making travel arrangements as required

- Attending meetings with vendors and taking
minutes

- Assisting with analyses and reports

- Arranging meetings with stakeholders

- Assisting with the inspection of goods

- Assisting with negotiation strategies and
making recommendations

3. Graphic Design Intern

- Illustrating concepts by designing examples of art
arrangement, size, type size and style and
submitting them for approval

- Preparing finished art by operating necessary
equipment and software

- Coordinating with outside agencies, art services,
web designer, marketing, printers and colleagues as
necessary

- Contributing to team efforts by accomplishing tasks
as needed

- Creating a wide range of graphics and layouts for
product illustrations, company logos, and websites
with software such as Photoshop and etc
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Position Title City, State Length Stipend
Graphic Design Intern Los Angeles, CA 1270 $16.78 / Hour

Job Descriptions / Academic Background
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