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Description
Siemens is offering a dynamic opportunity for an Admin Internship aimed at
individuals eager to gain practical experience in administrative functions within a
multinational corporation. As an Admin Intern, you will have the chance to work
alongside seasoned professionals, contributing to various administrative tasks,
honing your skills, and gaining invaluable insights into the operations of a global
technology leader.

Responsibilities

Support administrative tasks across departments, including but not limited
to data entry, filing, and documentation.
Assist in organizing meetings, scheduling appointments, and managing
calendars for executives or teams.
Collaborate with different teams to streamline processes and improve
administrative efficiency.
Handle incoming inquiries via phone, email, or in-person, providing
professional and courteous assistance.
Contribute to special projects or initiatives by conducting research,
preparing reports, and presenting findings.
Maintain office supplies inventory and ensure proper stocking levels.
Assist in organizing company events, workshops, or training sessions.
Adhere to company policies, procedures, and confidentiality guidelines in
handling sensitive information.

Qualifications

Currently pursuing a degree in Business Administration, Office
Management, or a related field.
Strong organizational skills with meticulous attention to detail.
Proficiency in MS Office applications (Word, Excel, PowerPoint, Outlook).
Excellent communication skills, both verbal and written.
Ability to multitask, prioritize tasks, and work effectively in a team
environment.
Proactive attitude with a willingness to learn and take on new challenges.
Prior administrative or office experience (preferred but not mandatory).
Eligibility to work in the specified location.

Job Benefits

Professional Development: Access to mentorship and guidance from
experienced professionals, providing a platform for learning and skill
development in an international corporate environment.
Hands-on Experience: Gain practical exposure to administrative
functions, processes, and tools used in a global technology company,
enhancing your resume and future career prospects.
Networking Opportunities: Connect with professionals across various
departments and potentially build lasting relationships that could be
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beneficial for future career growth.
Competitive Compensation: Receive a competitive stipend or
compensation package for the duration of the internship.
Training Programs: Access to training sessions, workshops, or seminars
designed to supplement your on-the-job experience and enhance your skills.
Flexible Work Arrangements: Depending on the internship structure,
Siemens might offer flexible working hours or remote work options,
providing a balance between work and personal life.
Company Culture: Experience the inclusive and innovative culture that
Siemens fosters, gaining insight into the values and principles that drive the
company’s success.
Potential Career Opportunities: Internships at Siemens can sometimes
lead to full-time job offers upon successful completion, based on
performance and availability of positions.
Employee Discounts: Access to employee discounts on Siemens
products or services.
Social Activities: Participation in company events, team-building activities,
and social gatherings that help in building camaraderie among colleagues.

Contacts

Visit Siemens Careers Website: Go to the Siemens official website and
navigate to the “Careers” or “Jobs” section.
Search for Internship Openings: Look for available internships,
specifically targeting admin or related roles. Use filters or search options to
narrow down the listings to internships matching your preferences.
Review Job Descriptions: Carefully read through the job descriptions and
requirements for the Admin Internship positions available at Siemens.
Prepare Application Materials: Update your resume, ensuring it
highlights relevant skills, education, and any previous administrative or
related experiences. Craft a compelling cover letter expressing your interest
in the Admin Internship at Siemens and explaining why you’d be a suitable
candidate.
Complete Application Online: Follow the application instructions
provided on the Siemens careers portal. This usually involves creating an
account, uploading your resume and cover letter, and filling out any
necessary application forms.
Submit Application: Double-check your application for accuracy and
completeness before submitting it through the online portal.
Follow Up: After submitting your application, consider following up with
Siemens HR or recruitment team. If contact information is provided, you
might send a polite email expressing your continued interest in the position
and inquiring about the status of your application.
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