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Description
IIE Varsity College is seeking a dynamic and experienced individual to join our team
as the Emerging Scholars’ Internships Coordinator. This position plays a crucial role
in facilitating internships for our students, providing them with real-world
experiences that complement their academic learning and prepare them for
successful careers.

Responsibilities

1. Program Development:
Design and develop internship programs that align with the
academic curriculum and enhance students’ learning experiences.
Collaborate with industry partners to create meaningful and relevant
internship opportunities for emerging scholars.

2. Internship Placement:
Work closely with students to understand their career goals and
interests.
Identify and secure internship placements that match students’
aspirations and academic backgrounds.

3. Relationship Management:
Cultivate and maintain strong relationships with businesses,
organizations, and industry professionals to expand the network of
internship opportunities.
Act as a liaison between students and host organizations to ensure
a positive and productive internship experience.

4. Monitoring and Evaluation:
Implement a system for monitoring the progress and success of
internship placements.
Gather feedback from students and employers to continually
enhance the internship program.

5. Professional Development:
Provide guidance and support to students throughout their
internship experience, helping them develop essential professional
skills.
Organize workshops, seminars, and networking events to further
enrich students’ professional growth.

Qualifications

Bachelor’s degree in a relevant field (Master’s degree preferred).
Proven experience in internship coordination or related roles.
Strong interpersonal and communication skills.
Knowledge of industry trends and the ability to match students with
appropriate internship opportunities.
A passion for education and a commitment to fostering the professional
development of emerging scholars.

Hiring organization
IIE Varsity College

Employment Type
Intern

Duration of employment
3 Months

Industry
Higher Education

Job Location
Johannesburg, Gauteng, South
Africa, 2000, Johannesburg,
Gauteng, South Africa

Working Hours
09

Date posted
May 20, 2024

Valid through
25.01.2028
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Job Benefits

1. Competitive Compensation:
Receive a competitive salary commensurate with qualifications and
experience.

2. Professional Development Opportunities:
Access ongoing professional development opportunities to stay
updated on industry trends and best practices in internship
coordination and education.

3. Health and Wellness:
Enjoy comprehensive health and wellness benefits, including
medical, dental, and vision coverage.

4. Generous Leave Policy:
Benefit from a generous leave policy that includes vacation days,
personal days, and holidays, promoting a healthy work-life balance.

5. Retirement Savings:
Participate in our retirement savings program, ensuring financial
security for the future.

6. Educational Assistance:
Take advantage of educational assistance programs to support your
continuous learning and skill development.

7. Flexible Work Arrangements:
Experience flexibility in work arrangements to accommodate
personal needs and promote a positive work environment.

8. Dynamic Work Environment:
Be part of a vibrant and collaborative work culture that encourages
innovation, creativity, and teamwork.

9. Networking Opportunities:
Build valuable professional connections through networking events,
conferences, and collaborations with industry partners.

10. Contribution to Education:
Contribute to the education sector by playing a vital role in shaping
the career paths of emerging scholars and preparing them for
success.

Contacts

1. Prepare Your Application Materials:
Ensure you have an updated resume and a cover letter highlighting
your qualifications, relevant experience, and why you are interested
in the position.

2. Subject Line:
In the subject line of your email, include “Emerging Scholars’
Internships Coordinator Application – [Your Name].”

3. Email Address:
Send your application to the designated email address provided in
the job description. Double-check that you are using the correct
email address to ensure your application reaches the right recipient.

4. Attach Documents:
Attach your resume and cover letter to the email. Most employers
prefer PDF formats for documents to ensure compatibility.

5. Cover Letter Content:
In your cover letter, clearly articulate your motivation for applying,
relevant skills, and how your experience aligns with the
responsibilities of the position.

6. Include Contact Information:
Provide your contact information, including your phone number and

IIE Varsity College https://www.internswired.online



email address, so the hiring team can easily reach you.
7. Application Deadline:

If there is a specified deadline for applications, make sure to submit
your application before the closing date. Late applications may not
be considered.

8. Confirmation:
Upon submitting your application, you may consider sending a brief
follow-up email to confirm receipt of your materials. This also
demonstrates your enthusiasm for the position.

9. Wait for Communication:
The hiring team will review applications and contact qualified
candidates for further steps in the recruitment process. Be patient
and responsive if you receive any communication.
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