Illinois State University - International Business
Internship position

	ABOUT THE ORGANIZATION  

	Name of Organization:  TRADE RESOURCES LTD.
	Date:   September 14, 2007

	Name of Contact:  Laura Spingola
	Position/Title:  President

	Business Address:  141 W. Jackson Blvd.  Suite 4220     Chicago, IL 60604

	Phone: ( 312 )  939-5030
	Fax: ( 312 )  939-7635
	E-mail: lspingola@traderesources.com

	Description of your organization’s activities:

International market development services for business -  analysis and reporting of international  trade data, business development, primary and secondary market research, publishing, international educational programs, technology commercialization into US consumer markets

	Number of employees:   1  plus independent contractors

	Number of years that your organization has been in business:  22


	ABOUT THE INTERNSHIP

	Description of internship position:  Marketing Assistant

                                                Administrative duties






Data Entry in Microsoft Word, Powerpoint, Access and Excel 






Preparation of Mailings (electronic and post) as needed

                                                Marketing activities






International business development/Direct Marketing 





Compilation of international trade survey results
                                                            Potential networking activities at international events
This position must include 90 hours on-site, as arranged between the employer and the intern.  The remaining required hours may be completed remotely.

	Semester(s) / Term(s) for this internship:    Fall 2006, Spring 2007, Summer 2007

	Will this be a paid internship position?   Yes _____           No ____X___      

	If paid, what will the approximate rate of pay be?

	Number of interns sought for this internship position:   1 or 2


	QUALIFICATIONS AND SCREENING PROCEDURES

	Qualifications desired in internship candidates (please include any special skills desired):

Understands and/or has been exposed to some of the following:

Basic Economics,  Marketing,  International Business or Geography, Different cultures

MS Office Applications

Good written and verbal skills

Desk-top publishing desirable

	Maximum number of applications accepted for review:   3-5

	Anticipated date of selection decision and candidate notification:   soon after interview

	Other information:

Office is located in downtown Chicago close to all modes of public transportation.  Hours are flexible.  Business casual dress code.  Applications will be taken during first four weeks of term.  


