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Description

The CCRC Internship Graduate position is designed for recent graduates or
students who are eager to gain hands-on experience and develop professional skills
in a dynamic and challenging environment. As an intern, you will contribute to
various operational, research, and administrative tasks while supporting the team in
delivering high-quality services. This role provides an opportunity to build a solid
foundation for a career in the field.

Responsibilities

¢ Assist in the preparation and organization of reports, documentation, and
presentations.

¢ Conduct research and data analysis to support ongoing projects and
initiatives.

¢ Participate in meetings and contribute to discussions related to project
goals.

¢ Support the development and implementation of policies, procedures, and
protocols.

¢ Provide administrative support, including scheduling, communications, and
record-keeping.

¢ Collaborate with other team members to solve problems and identify
improvements.

¢ Take part in training and development sessions to enhance professional
knowledge and skills.

¢ Assist with monitoring compliance and performance metrics where
applicable.

¢ Help in drafting communications, including emails, reports, and updates for
internal and external stakeholders.

Qualifications

¢ Recent graduate or final-year student with a degree in relevant field,
Business Administration, Healthcare Management, Public Policy, etc.

* Must have a strong academic background and an interest in pursuing a
career in the field .

Experience
¢ No prior work experience required. However, any relevant internships,
volunteer work, or academic projects will be considered a plus.

¢ Experience in using basic office software (e.g., MS Office Suite, Google
Workspace) is advantageous.

Skills

¢ Strong analytical and research skills with attention to detail.
¢ Excellent verbal and written communication abilities.
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¢ Ability to work independently and as part of a team.

¢ Problem-solving mindset with the ability to think critically.

¢ Strong organizational and time-management skills.

* Proficiency in Microsoft Office (Word, Excel, PowerPoint) and/or Google
Docs/Sheets.

Positive attitude and eagerness to learn.

Job Benefits

» Gain practical work experience in a professional setting.

¢ Mentorship and coaching from experienced industry professionals.

¢ Exposure to a wide range of responsibilities and career development
opportunities.

¢ Opportunity to network with industry experts and expand professional

connections.

Certificate of completion upon successful internship.

How To Apply

To apply for the CCRC Internship Graduate position, please submit your updated
CV, a cover letter detailing your interest in the role and how your skills and
qualifications align with the job, and a copy of your academic transcript to.
Applications will be reviewed on a rolling basis, and only shortlisted candidates will
be contacted for an interview.
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