	Intern opportunity

	Description:
We are accepting applications from highly motivated, undergraduate candidates seeking a 4 to 6 months internship, starting from September 2010. 
Unfortunately we are not able to accept applications from graduate students. Candidates must show attention to detail, a high level of stress-resistance, flexibility and maturity and be able to adapt quickly to life in a foreign country and working with a busy and international team. 

We are particularly looking for individuals who can work independently, who are good team members and able to prioritize their tasks; have a problem solving mentality and initiative. 

Desired profile: 

• Basic knowledge of EU institutions and their policies 
• Excellent knowledge of Microsoft Word, Excel, PowerPoint and Outlook 
• Excellent telephone manners and interpersonal skills
• Fluency in written and spoken English, French and (or) other languages are an asset

We offer: 

• Opportunities to be involved in highly interesting tasks and projects in European Affairs 
• High level of independence and responsibility
• Flexibility in task delegation according to candidates skills, abilities and (or) interests
• Opportunity to learn easily transferable skills and help advance knowledge of the EU Institutions 

Responsibilities: 

• Assisting project leaders in day-to-day project management
• Managing project, office and event registration databases 
• Client liaisons 
• Office administration and management duties 
• Information research 
• Building clients’ profiles 
• Screening of media on EU affairs 

We offer our stagiares a free accommodation and an excellent opportunity to widen their knowledge on European matters. We ask the candidates to send their letter of interest with a CV by e-mail to euro.keys@eurokeys.com  as soon as possible.
For further information and details please contact Ms. Sointu Räisänen by e-mail at euro.keys@eurokeys.com.  

Remuneration: +/- 500 eur (costs of accommodation) 


Contact:
Sointu Räisänen 
Rue de la Loi 26, boite 14

1040 Brussels

Belgium
+32 2 777 99 79 
euro.keys@eurokeys.com 


