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	Job Title: Property & Facilities Department Intern 
	Job Code: 

	Summary

	The selected college student will be given an opportunity to learn more about a career in managing government and corporate assets, including: receiving supplies, warehousing, conducting inventories, working in databases, and interfacing with internal and external clients.    

	Responsibilities

	· Assists with receiving incoming supplies, shipping materials, coordinating deliveries, and performing light warehouse duties. 
· Conducts physical inventories of government and corporate owned assets. 
· Updates Company Asset Management Database to ensure accurate recordkeeping.
· Assists with the deposition of surplus property and recycling material processes. 
· Conducts audits of asset management records for accuracy and completion. 
· Interface with internal and external clients to build and maintain relationships and communicate task status. 
· Review, analyze, and make recommendations to enhance database capabilities, deploying soft/hardware upgrades, improving inventory practices, and streamline department processes.  
· Performs other duties as assigned.

	Education/Experience

	Student pursuing a two/four college degree Business Management, Logistics, Retail, or Accounting related field.    
	Competencies


· Customer Oriented – Ability to build good relationships with internal and external customers who are being served and to understand their needs and remain committed to fulfilling those needs
· Detail Oriented – Ability to pay meticulous attention to all aspects of the job
· Honesty and Integrity – Ability to act fair and truthful and never feel a need to consider deception or dishonesty as a potential path
· Organization – Ability to be structured and maintain a clean methodical workspace
· Relation Building – Ability to inspire cooperation and rapport with others
· Initiative – Ability to focus on issues or problems and attempt to solve them with the best interests of both the company and individual at heart
· Judgment – Ability to make sound decisions after evaluating the situation
· Prioritization – Ability to decide on what is the most important action when there is competition to doing multiple tasks, but limitations restrict the ability to do “everything” 

	Knowledge, Skills, Abilities


· Knowledge of basic computing skills and software to include, but not limited to, MS Word, MS Excel & MS Outlook.
· Knowledge of general clerical skills including numerical proficiency and typing skills.
· Knowledge, skill and ability to cross train in areas dealing with transportation, property, & facility.
· Ability to apply excellent verbal and written communication skills and customer relation skills.
· Ability to handle multiple tasks.
· Ability to safely lift packages up to 25 lbs. such as furniture, equipment and supply items.  
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