INTERNATIONAL OFFICE DIPONEGORO UNIVERSITY INTERNSHIP PROGRAM

A. IMMIGRATION AND EXCHANGE INTERN
	Intern Title
	Immigration and Exchange Intern

	Time
	6 months

	Requirements

	1
	Solutive

	2
	Fast response

	3
	Eager to learn 

	4
	High mobility

	5
	Cooperative

	Role Descriptions

	1
	Responsible to help International Office Staff to maintain communication with Kantor Imigrasi regarding International Students issue

	2
	Responsible to help International Office Staff to organize International Student’s document

	3
	Responsible to assist International Students regarding Immigration and Exchange matter (inbound and outbound)



B. GENERAL SECRETARY AND ADMINISTRATION INTERN
	Intern Title
	General Secretary And Administration Intern

	Time
	6 months

	Requirements

	1
	Detailed

	2
	Proper knowledge of financial management

	3
	Attentive

	4
	Discipline

	5
	Cooperative

	Role Descriptions

	1
	Responsible to help International Office Staff to manage revenue and expenses of the office

	2
	Responsible to help International Office Staff to manage and tracking legal letter (in and out) 

	3
	Responsible to help International Office Staff to manage and organize receipt related to office’s cashflow 



C. BRANDING AND DESIGN INTERN
	Intern Title
	Branding and Design Intern

	Time
	6 months

	Requirements

	1
	Proper knowledge and skills of design

	2
	Creative

	3
	Attentive and fast response

	4
	Discipline

	5
	Cooperative

	Role Descriptions

	1
	Responsible to help International Office Staff to make promotional tools regarding International Office

	2
	Responsible to help International Office Staff to make certificate, and backdrop needed for international office intern

	3
	Responsible to help International Office Staff to make design template needed for social media (synergize with Public Relations Intern regarding strategy 



[bookmark: _GoBack]D. PUBLIC RELATIONS INTERN
	Intern Title
	Public Relations Intern

	Time
	6 months

	Requirements

	1
	Persuasive

	2
	Creative

	3
	Attentive and fast response

	4
	Discipline and can work under pressure

	5
	Cooperative

	Role Descriptions

	1
	Responsible to help International Office Staff to maintain and assist communication flow with International Students, Lecturer or Researcher including as a translator

	2
	Responsible to help International Office Staff to make publication regarding exchange, summer school or event information to official website of International office; including press release if needed

	3
	Responsible to help International Office Staff to maintain and assist students question and or complaint regarding exchange program, or related information regarding International office




