[image: image1.jpg]



Proposal for placement

	Organisation
	Háskólinn í Reykjavík | Reykjavik University

	Activity
	Internship ( Erasmus practice)

	Address
	Háskólinn í Reykjavík | Reykjavik University

Menntavegi 1 við Nauthólsvík 101 Reykjavík Iceland

	City
	Reykjavík

	Country
	Iceland

	Number of students/
	2

	Duration 
	Minimum period of 6 months with the possibility to extend it.

	Starting date
	15th of August 2010 

	Closing date 
	July 15st 2010

	Task Descriptions

	· General assistance to incoming international students including the organization of the orientation program, international day, trips, etc.
· Responsible for leading, planning, organizing and reporting the social media strategy (blogger, facebook, twitter, etc) of the International Office (to be launched in August 2010).
· Main responsible for the exchange student interns colaborating in the social media team
· General administration of the IO like carrying out business correspondence, writing letters (invitations, affiliations etc.), preparing presentations, assistance in filing and finalising Erasmus documents, etc.
· Participating and collaborating in different activities organized by the International Office, Student’s Associations and International Students Representatives for exchange students.
· Updating the IO’s website.
· Assisting in welcoming visiting professors and staff from partner universities.

	Other qualifications or comments
	· Very good command of written and spoken English

· Team work: to work with our staff members, students and professors

· Very good communication, multicultural and interpersonal skills

· Skills in other languages such as German, French, Spanish or Scandinavian Languages are not required, but would surely be useful

· Experience with organising different type of events: seminars, social gatherings and promotions

· Organisation skills: for student and visiting staff
· Ability to multitask and to work with different departments

· Open minded, motivated, initiative and good sense of humour (

	What we offer
	· Reykjavik is a very dynamic and open university. RU offers a flexible, demanding and fun working environment. RU premises are located at a privileged situation. It is next to the city centre but surrounded by the sea and a wonderful wood.

	Computer skills
	Tools
1.  Word

2.  Excel

3.  Power Point 
	Level

good

good

good

	Language skills
	Language
1. English (obligatory)

2. Other languages (German, French, Spanish or Scandinavian Languages)
	Level

B2 + or C1

Not mandatory

	Preferred field of training
	ANY

	Monthly remuneration
	0

	Contact person 
	Margrét Jónsdóttir ( Director of International Affairs)

	Phone
	Direct +354 599 6242 | GSM/Mobile +354 820 6242

	E-mail
	margret@hr.is

	Internet
	http://www.reykjavikuniversity.is/internationaloffice


www.hr.is

