	BPSOS SYCEP INTERNSHIP DESCRIPTION


Title:


Office Assistant

Reports To:

Dr. Hanh Vo

Organization: 
Vihi Realty


Address: 

1519 W. Passyunk Ave. Philadelphia, PA 19145

Type: 
Real estate, insurance, tax accounting
Duties and Responsibilities (includes but not limited to):      

· Understanding and adhering to all standards and guidelines of internship
· Office/clerical work: filing, data entry
· Computer work: advertising, marketing, finance (experience preferred)
Requirements:  

· Detail-oriented, creative, mature
· Bilingual ability (Vietnamese) is helpful but not required; higher English proficiency preferred
· Interested in learning about real estate, insurance, accounting fields
Misc:​​​​​​​​​​​___________________________________________________________________

· Employer prefers rigid weekly work schedule (e.g., M: 5 hours, T: 5 hours, W: 4 hours, Th: 4 hours)
