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                             The Romanian Cultural Institute (ICR) promotes Romanian 

               arts and civilization  through international partnership
partnership 

 

 programmes and events.
                             Patron: HE the President of Romania
Job profile

Intern Assistant

Location:                  Romanian Cultural Institute London
Reporting to:    
Project Manager 

Job Purpose:    
To provide operational, administrative and secretarial support 

Hours of work: 
Flexible
Responsibilities

( General office duties (correspondence; filing; switchboard)

( Translation and proof-reading (web texts or press releases)

( Graphic design (for our invites & info materials)

( Data-base maintenance (new in-puts; up-date; checking etc)
( Event operational support (guest lists; RSVPs; greeting guests; 

( Information provison (standard enquiries; research)

( Administrative support (setting up equipment; info displays etc)

According to their skills and agreed priorities volunteers will be required to do some not all the above duties

 Experience required
( Experience in office work and project management is desirable, although not essential
( Any experience of arts & culture environment is an advantage
Competences required

( Very good Romanian and/or English language skills (written, spoken)

( Good organisational skills, able to prioritise and meet tight deadlines 

(Ability to work independently and in a team 
(Ability to work with complete discretion and confidentiality

( Friendly and professional attitude, both in person and on the telephone

Qualifications required

(Intermediate Microsoft Office 
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