Position Title City, State Length Stipend

1. Sales Intern
2. Online Sourcing Intern Cypress, CA 1271 € $16.00/hour
3. HR/General Admin Intern

Job Descriptions

1. Sales Intern

- Build and manage relationships with retail buyers/distributors to expand the existing business.

- Set up marketing sales plan for grocery/specialty retail customers.

- Responsible for assuring that all appropriate information on quality, delivery, and technical requests is relayed to the
customers

- Must demonstrate daily skills in the following areas: problem-solving, time management, organization, effective
communication, and multi-tasking.

- Managing and supporting sales (sales promotion, distribution, pricing and administrative responsibilities).

- Work closely with all links in the supply chain (manufacturing logistic, quality assurance, etc) to ensure that the orders are

being and Other duties as assigned.
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Job Descriptions

2. Online Sourcing Intern

- Handling paperwork and process required documentation

- Responsible for the planning and execution of international shipment

- Supporting the team in daily tasks

- Performs any other duties delegated from time to time in order to maintain a high level of efficiency within the department
- Supporting product uploading in both Korean e-commerce platform and US e-commerce platform

- Research product details

- Research the retail trend
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3. HR/ General Admin Intern

- Maintain the accuracy of information and key changes as and when necessary and by deadlines as required (for example

leavers, address changes etc.)

- Generate and administer documents based on given frameworks and participation guidelines

-. Understand processes and program regulations and the way they have been translated into existing technical government

- Maintain, manage and regularly audit all electronic personnel processes

- Work on and support key employee life cycle processes such as new starters, data management, absence management,

transfers and leavers

- Communicate effectively both verbally and in written form with employees to explain and resolve queries and concerns. This

could be via email, phone and chat/instant messaging

- Planning for corporate events, computer setting, security system, monthly stock, and property management

Academic Background
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