Asia Society Texas Center
Intern Recruitment Announcement

Asia Society Mission:

Asia Society is the leading global and pan-Asian organization working to strengthen relationships and
promote understanding among the people, leaders, and institutions of the United States and Asia. We seek
to increase knowledge and enhance dialogue, encourage creative expression, and generate new ideas
across the fields of policy, business, education, arts, and culture. Asia Society is headquartered in New
York. Other regional centers include Washington, D.C., Los Angeles, San Francisco, Hong Kong, Manila,
Melbourne, Mumbai and Shanghai.

For more information visit www.asiasociety.org

Asia Society Texas Center Interns:

Asia Society interns make vital contributions to the Society's work. They share in our purpose of educating
Americans about Asia. Depending on the needs of the Society, interns are assigned professional duties,
which may include research, writing reports and developing concepts and production assistance for special
projects, information systems and data entry, as well as general administrative work.

Program Intern Responsibilities:

0  Assist with program planning and logistics
Research and conceptualize themes, topics, etc
Research potential speakers
Assist with patron member recruitment and events
Help with office projects
Staff programs
Data entry
Administrative duties
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Quialifications:
o Excellent communication skills — written and verbal

o Efficiency in MS Word, Excel, research databases

0 Problem solving skills and attention to detail.

0 Strong interest in Asia

0 Able to work effectively both independently and as part of a team.
Terms:

0 Asia Society offers full- and part-time unpaid internships in the spring, summer,
and fall for undergraduate students interested in gaining first-hand experience
working in an Asia-related educational organization in Houston, TX. College
credit is offered if your university allows.

Application Deadline: Inters are recruited on an on-going basis.

How to apply:

To apply, please send a cover letter, resume and writing sample (3-4 double-spaced
pages; abstracts are accepted), as well as contact information for two references. Al
documents should be sent in Word or PDF file format. Incomplete applications will not be
considered. Due to the large volume of applications we receive, we are only able to
contact those candidates selected for an interview.

Submit cover letter and resume to:
Anitha Pai
Program and Education Assistant
Email: Anithap@asiasoc.org
Phone: 713.439.0051 ext. 17
Fax: 713.439.1107
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