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U.S. Department of Commerce

U.S. Commercial Service

New York U.S. Export Assistance Center

33 Whitehall Street, 22nd Floor
New York, NY  10004
Tel:  212-809-2678
Fax:  212-809-2687

Email:  Ryan.Hollowell@mail.doc.gov
* Applicant must be a U.S. citizen *

Internship Responsibilities
Primary Responsibilities as an International Trade Assistant

1. Compile market research on countries and/or specific products and services for clients using available government databanks, journals, commercial guides, magazines, and newspapers

2. Prepare formal market research reports to the specific needs of the client using Microsoft Office programs

3. Become fully familiar and be able to work with Country Commercial Guides, Industry Sector Analysis, and International Market Insights

4. Managing client records in the Client Management System, part of Lotus Notes

5. Research and compile trade show information for clients using the Export Industry Calendar and internet sites

6. Research Export Control Classification Numbers for clients shipping high technology products, be able to determine if an export license is needed

7. Attend trade shows and client meetings with or on behalf of trade specialists

Secondary Responsibilities as an International Trade Assistant

1. Routine mailings of publications, reports or guides to clients

2. Mass mailings including mail merging, sorting, and typing form letters

3. Routine faxes of publications, reports or guides to clients

4. Mass faxes using win-fax

5. Routine e-mail and letter drafting of letters to be sent to clients

6. Answer the telephone and be proficient in transferring calls and voicemail procedures

7. Attend staff meetings and staff development sessions

8. Maintain Trade Specialist filing systems in the office, update files, alphabetize, and type labels.

Required Skills and Computer Knowledge

1. Proficient typing skills, data entry skills

2. Proficiency in Microsoft Office Programs and Lotus Notes

3. Proficient internet skills using Microsoft Internet Explorer, knowledge in information retrieval, search engines and cut/paste skills

4. Basic telephone etiquette skills, fax knowledge, and e-mail proficiency

Optional yet EXTREMELY VALUABLE Opportunities of the Internship

1. Attend trade shows with your Trade Specialist, meet prospective clients and network.

2.
Attend client calls with your Trade Specialist, meet the client first hand and get a better idea as to their specific exporting needs.
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