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[bookmark: _GoBack]Position Title:    Youth Intern                                  
Are you looking for an opportunity to work in the heart of the Prince George business community?  To be part of creating positive change with other like-minded individuals?
The Prince George Chamber of Commerce Youth Intern position will be a full-time (37.5 hrs/week) term position, from January 4th to March 31st 2016.  This Youth Internship position is funded through the PCNA Youth Initiative.  Therefore, the successful candidate must have the following qualifications:
· Be between the ages of 15 and 30 at the time of intake
· Have been registered as full-time students in the previous academic year and intend to return to their studies in the next school year
· Intend to gain Information and Communications Technology skills and knowledge
· Be a Canadian citizen, permanent resident or person who has been granted refugee status in Canada and be legally entitled to work in Canada 
· Must not be in receipt of EI benefits while participating in this project

The Youth Intern will be responsible for duties outlined below and others as assigned by the Membership & Events Manager.
Major Duties:

· Confirming or updating (by phone) information on file in ChamberMaster database for each of approximately 850 Prince George Chamber of Commerce members.
· Entering new members into ChamberMaster database
· Assembling new member packages and other marketing material
· Assisting with event coordination and implementation

Other Requirements:

· Professional, courteous and friendly communication style 


To apply for this position, please submit a resume, cover letter and contact information for three references, by email to ceo@pgchamber.bc.ca before 9:00am Wednesday November 25, 2015.  Only applicants selected for an interview will be contacted.
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