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1019 - Content Assisant

Location: Barcelona, Spain

Languages: English (Advanced)

Fields: Business Administration and Sales

Extra benefits: Salary of 300-400€.

Description:

Our collaborator is an e-commerce company located in Barcelona which is renting hotel rooms and fully equipped

meeting rooms.  They are looking for different international profiles with high communication skills, accustomed to

teamwork and able to manage a high workload.

Position 2: Content assistant

Tasks:

- Work in teams through the different internal departments with the objective to finish active processes in a productive

and effective way.

- Create profiles of new hotels.

- Call center support.

Requirements:

- Good English level.

- Microsoft Office knowledge.

Conditions:

Location: Barcelona

Remuneration: 400€ monthly

Full time position

6 months internship
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1078 - Tourism and customer relations internship in London, UK.

Location: London, United Kingdom

Languages: English (Advanced)

Fields: Business Administration , Customer Relationship Management, Customer Service,

International Business and Tourism

Extra benefits: Salary of +500€. 600 pounds per month remuneration.

Description:

Our collaborator is a tour operator dedicated only to Cuba was established on 13th August 2003. This tour operator is

promoting Cuba to UK and other English speaking countries, Russia, Brazil, France, Turkey, Malaysia, Croatia and

many more. We have an experience of having work placement students in our company for the last several years. This

gives to students a brilliant opportunity to get real experience of working in travel industry! The work placement would be

ideal for a dynamic, enthusiastic person with great attention to detail and ability to learn fast.

This company is looking for 2 candidates, 1 to start immediately and one to start on the 16th of January

2017.

Tourism and customer relations internship in London, UK

Tasks:

Two weeks training:

- getting familiar with products: hotels, flights, tourist cards, tours...

- introduction to QuickBooks and our reservations systems: eTravel and CRS

Main tasks:

- responsible for all financial transactions on a file and balancing that file when completed.

- adding invoices and purchase orders to QuickBooks.
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- processing tourist cards orders

- entering hotels, sales information

- more familiarisation with hotels by making translations

- selling Cuban travel products to the international customers

- working closely with main hotel/services suppliers in Cuba (more than 200)

- follow an inquiry through to a booking: (sending out the information, preparing a quote and itinerary, follow up calls to

assess if clients needs are being met, holding options, obtaining deposits/payments and processing them)

- provide an efficient service to clients on booking: (sending vouchers, advising on tourist cards) o use Bizloco CRS to

create and maintain client files and record all details of bookings.

Requirements:

- 5 months (flexible).

- Good level of English ( additional language is a plus but not a requirement).

- Candidates from Tourism area preferably or with interest in working in the travel industry. (If they have previous work

experience we have interest in someone with a background in Sales & Customer Service.)

Conditions:

- 600£/months for accommodation and transportation costs

- Full time.
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1110 - Business Development Internship in Sevilla, Spain

Location: Sevilla, Spain

Languages: English (Advanced)

Fields: Business Administration , Communication / Journalism, Copywriting, International

Business, Management, Marketing, Social Media and Tourism

Extra benefits: Salary of 200-300€.

Description:

Our collaborator is a leading online booking platform dedicated to unique nature-based accommodations around the

world. The headquarters of the company are located in Seville, Spain. Our partner is a multi-cultural, start up company

which gives his customers an access to the nature and truly unique accommodation with the comforts one would find in

a hotel.

Position 2: Business Development

Tasks:

- Prepares product or service reports by collecting and analyzing customer information.

- Ability to communicate clearly and professionally, both verbally and in writing. 

- Following up with clients, inquires, doubts and complaints.

- Keep records of customer interactions and transactions.

Requirements:

- Good level of English

- Pleasant, patient and friendly attitude

- Strong decision making and analytical abilities

- Troubleshoot customer issues over the phone

- Customer service experience

- Problem solving skills

- Good communication skills
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Conditions: 

40h/week

200€/monthly
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1069 - Growth position Internship in Sevilla, Spain

Location: Sevilla, Spain

Languages: English (Intermediate)

Fields: Business Administration , Communication / Journalism, Copywriting, International

Business, Management, Marketing, Social Media and Tourism

Extra benefits: Salary of 200-300€.

Description:

Our collaborator is a leading online booking platform dedicated to unique nature-based accommodations around the

world. The headquarters of the company are located in Seville, Spain. Our partner is a multi-cultural, start up company

which gives his customers an access to the nature and truly unique accommodation with the comforts one would find in

a hotel.

Position 1: Growth Assistant

Tasks:

- Analyzing different worldwide geographical areas

- Looking for potential clients

- Searching and creating new leads by planning and organising daily work

- Gathering market and customer information

- Attending team meetings

- Being responsible for your own goals and tasks

Requirements:

- English at a native standard level

-  Having knowledge of our current target markets

-  Studies on tourism, business, psychology or social engineering

-  Experience working with CRM    

-  Knowledge of computer keyboard shortcut keys

-  Good level of English

-  Proactive and creative 

-  Excel skills

Conditions: 

40h/week

200€/monthly
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562 - Procurement internship in Marbella Spain

Location: Marbella, Spain

Languages: English (Advanced)

Fields: Business Administration , Economics/Finance, Finance and Logistics

Extra benefits: Salary of 300-400€.

Description:

Company description Our collaborator a rapidly growing energy drink brand that reaches over 45 countries all over the

globe and sponsors the world’s top athletes. The company is looking for interns to join their international and

hardworking team in their offices in Marbella, Spain.

Tasks:

- Following up on purchase procedures & reporting deviations

- Verifying that all purchasing procedures are followed on a continuous basis

- Ensuring that all of entries of daily stock are received and recorded

- Checking storage practice in regards to quantity, accuracy, orderliness, breakage and usage

- Sample tasting handling

Requirements:

- Excellent level of English. Polish, German, Arabic and Farsi would be a plus

- Senior level of studies

- Flexible and Dynamic personality

- Attention to detail

- Interpersonal communication and organizational skills

- Analytical and organizational skills

Working hours:

Monday- Friday 9.30am - 6.30pm with 1 hour lunch break 

Location:

Marbella 

Benefits: 

350€/month
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850 - Administration assistant

Location: Madrid, Spain

Languages: English (Advanced)

Fields: Accounting, Business Administration , Hospitality and Project Management

Extra benefits: Salary of +500€.

Description:

We a young and modern hotel chain, born in 2001. We have the most complete selection of central and boutique hotels

in Spain. With state-of- the-art technology and located in emblematic buildings of the main Spanish cities, we offer 33

design hotels in the centre of Madrid, Barcelona, Seville, Valencia or Bilbao. They are unique accommodations specially

designed to guarantee the maximum comfort.

POSITION: ADMINISTRATION ASSISTANT TRAINEE

Tasks and responsibilities:

- Accounting payroll, revenue and expenditure

- Checking delivery notes and invoices

- Producing an operation report using SAP

- Managing databases

Requirements:

- Studies: Administration, economy degree or Master.

- Languages: English high level. Spanish basic.

- Knowledge: accounting, finance, etc.

Conditions:

- Salary: 600 €

- 40 Hours/week. Full time.

- Timetable. 9:00 - 18:00 (30 min for lunch). Schedule summer from 8:00 to 15:00

- Minimum duration. 6 months.
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880 - CEO assistant

Location: Madrid, Spain

Languages: English (Advanced)

Fields: Business Administration , Hospitality, Project Management and Tourism

Extra benefits: Salary of +500€.

Description:

We a young and modern hotel chain, born in 2001. We have the most complete selection of central and boutique hotels
in Spain. With state-of- the-art technology and located in emblematic buildings of the main Spanish cities, we offer 33
design hotels in the centre of Madrid, Barcelona, Seville, Valencia or Bilbao. They are unique accommodations specially
designed to guarantee the maximum comfort.

POSITION: CEO ASSISTANT

Tasks and responsibilities:

- Director assistant: daily urgent tasks.

- Administration tasks

- Booking meetings, conference calls and travels.

- Write reports, prepare correspondence and prioritize items that need attention.

Requirements:

- Studies: Turism.

- Languages: English high level. 

- Experience: Not necessary

Conditions:

- Salary: 600 €

- Hours/week. Full time.

- Timetable. 9:00 - 18:00 (30 min for lunch). Schedule summer from 8:00 to 15:00

- Minimum duration. 6 months.

- Dress code. Not necessary
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1081 - Customer Service and marketing

Location: Sevilla, Spain

Languages: English (Advanced)

Fields: Business Administration , Communication / Journalism, Customer Relationship

Management, Customer Service, Marketing, Social Media and Tourism

Extra benefits: Salary of 200-300€.

Description:

Company description

Our collaborator is a company providing an online platform with a wide range of holiday apartments for rent in Andalusia.

The company is now looking for an intern to join their team in the beautiful city of Sevilla to help within customer service

tasks.

Tasks

- Reception and check-in/check.out.

- Customer service by mail and phone.

- Assisting in the marketing plan elaboration.

- Blogging.

Requirements

- French or English fluent

- Organised and motivated

- Enthusiastic

Benefits

300€ monthly

Working hours

40h/week
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670 - Administration internship in Girona, Spain

Location: Girona, Spain

Languages: Spanish (Intermediate)

Fields: Business Administration , Management and Project Management

Extra benefits: Salary of 200-300€.

Description:

Company description:

Our collaborator is an international online retailer specialized in selling sports equipment. This fast growing company is

present in 220 countries across the globe and has been in the business over 17 years. They are now searching for

customer service and product assistant interns to join their international and innovative office in Girona, Spain.

Administration Assistant positions

Tasks:

-Daily administration tasks

-Support the business activities

-Managing data

-Bills and invoices

-Prepare and answer emails and reports

Requirements:

- Good level of Spanish

Location:

Girona

Remuneration:

300€/month
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679 - Customer Service

Location: Girona, Spain

Languages: English (Advanced)

Fields: Customer Relationship Management, Customer Service, International Business,

Marketing, Project Management and Sales

Extra benefits: Salary of 200-300€.

Description:

Company description:

Our collaborator is an international online retailer specialized in selling sports equipment. This fast growing company is

present in 220 countries across the globe and has been in the business over 17 years. They are now searching for

customer service and product assistant interns to join their international and innovative office in Girona, Spain.

Customer Service position

Tasks:

- Customer service

- Call reception

- Ticket management CRM

- Answering questions about the orders’ status

- Commercial and back office tasks

- Tracking the logistic situation of customers’ orders

Requirements:

- Good level of English

Location:

Girona

Remuneration:

300€/month
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873 - Product assistant

Location: Girona, Spain

Languages: English (Advanced)

Fields: Customer Relationship Management, Customer Service, International Business,

Marketing, Public Relations and Sales

Extra benefits: Salary of 200-300€.

Description:

Our collaborator is an international online retailer specialized in selling sports equipment. This fast growing company is

present in 220 countries across the globe and has been in the business over 17 years. They are now searching for

customer service and product assistant interns to join their international and innovative office in Girona, Spain.

Product assistant position:

Tasks:

- Price matching with our competitors

- Pictures of products for the website

- 3d videos, 360º videos of products

Requirements:

- Good level of English

- Spanish is a plus

Location:

Girona

Remuneration:

300€/month
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874 - Purchasing internship in Girona, Spain

Location: Girona, Spain

Languages: Spanish (Intermediate) and English (Intermediate)

Fields: Business Administration , Management and Project Management

Extra benefits: Salary of 200-300€.

Description:

Company description:

Our collaborator is an international online retailer specialized in selling sports equipment. This fast growing company is

present in 220 countries across the globe and has been in the business over 17 years. They are now searching for

customer service and product assistant interns to join their international and innovative office in Girona, Spain.

Purchasing Assistant positions

Tasks:

- The execution of daily purchases, via web / email / phone

- Analysis of consumption and implementation of procurement plans in stock

- Control of suppliers payments

- Stock management

- Control of the indirect costs incurred by providers

Requirements:

- Good level of English

- Good level of Spanish

Location: 

Girona

Remuneration: 

300€/month
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