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Job Description 
 

 
 

Job Title: Event Management Intern 

Reports to: Reload Greece General Manager 
 

Responsible for: Assisting the production and management of events for RG. 

 
 

Job Overview 
 

Working close with the General Manager and the Operations Manager, the Event Production 
intern will help conceptualise and execute the Reload Greece events. This is definitely a hands-
on experience role, with great responsibility that can help shape the future of Reload Greece and 
make an impact. It is also a great opportunity to build experience in event production and 
observe how projects are run all the way from conceptualisation to execution. The best 
candidate for the position is a student or recent graduate with background in Event Management 
but the role is open to candidates with experience in other disciplines. 

 

 
Primary Responsibilities 

 
 

 Help set up the events planned for Reload Greece.  
 

 Work with the team on the concept, event flow as well as logistics before and after the 
event takes place. 

 

 Support in the task allocation amongst other team members and be pro-active on the day 
of the event to make sure everything runs according to plan. 

 
    General Requirements 

●  

 Interest in Entrepreneurship and Social Innovation. 

 A “start-up” mentality and willingness to work tactically when needed. 

 A proactive outlook and willingness to take the initiative and suggest improvements to 
current work practices. 

 Willing to work in a growing team of creative and driven volunteers. 

 Passion for the role, energetic involvement in Reload Greece activities, and willingness to 
help in our cause. 

 Attendance in weekly coordination & planning meetings. 
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  What are the Benefits? 
 

 Gain work experience, enhance your CV and get recommendations from our team. 

 Name recognition via reference as contributor in Reload Greece’s brand awareness. 

 Be part of a movement in its making and contribute to Reload Greece’s decision-making 
process. 

 Gain behind-the-scenes understanding of how a start-up volunteer organisation works. 

 Opportunity for professional development as Reload Greece grows. 

 Free access to Reload Greece events and resources. 
●  

  Person Specification 

 

Knowledge/Qualifications 

 

  Educated to degree level or equivalent, ideally having completed one or be working 
towards a degree relevant to the position. 

 
 Skills and Abilities 

 

 Strong interest in Greece 

 Trustworthy, network builder and people person 

 Love building connections with people online and offline 

 Efficient and effective decision making 

 Excellent time management and project management skills 

 Sense of responsibility and attention to detail 

 Self-discipline and self-management skills 

 Other  

 

 Interested in Entrepreneurship and Social Innovation. Passion for ‘start-ups’. 

 Time commitment: Minimum involvement of 5 hours a week but this varies and it is 
expected to be higher closer to events.  
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