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LiftOff Incubator & Co-Working Space Internship Description/ Scope of Work
Background

LiftOff, a program of LiftFund, is a small business incubator and co-working space located on the Southeast side of San Antonio. Operated by the LiftFund Women’s Business Center, LiftOff is committed to helping entrepreneurs, especially women and minorities, launch and grow their businesses.  We accomplish this by having multiple work spaces and suites for short-term and flexible lease, as well as providing workshops, trainings, and educational programs.
Position Title:
LiftOff Intern 
Reports to: 

LiftOff Operations Manager
Preferred Qualifications:

· Senior undergraduate student majoring in business administration, finance, marketing or similar field, OR MBA student

· Bilingual fluency (English/Spanish)

Qualifications:
· Knowledge of fundamentals of business 

· Knowledge of social media platforms 

· Strong verbal and written communication skills

· Good customer service capabilities
· Proficient in Microsoft applications

· Strong problem solving skills and ability to work independently 

Responsibilities:

· Provide administrative report to Operations Manager
· Provide operations support to the Operations Manager and facility
· Provide support for business education events 
· Assist Operations Manager in outreach efforts, to include social media
· Conduct other duties as assigned
Terms of Internship:
Dates: Summer 2017
Work Schedule: M-F from 9:00 am – 1:00 pm (negotiable)
Location: 2014 S Hackberry, San Antonio, TX 78210
Pay rate: $10/hr.  You will have tremendous exposure to the business community for networking purposes.
