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Management Trainee

JOB SUMMARY: 

The primary function of this management trainee position is to become familiar with operations and procedures by performing assigned duties, responsibilities and projects throughout the company. 

JOB TYPE:
Position could be appropriate for a part-time role, paid internship or full-time opportunity.
POSSIBLE FUNCTIONS:

1. Participates with immediate supervisor and training department representative in development of a personal job training schedule, considering the trainee's education, aspirations and previous work background. 

2. In each department assignment reviews the training outline with the department manager to assure optimum training opportunities. Arranges to meet each employee in the department and engages in assigned training or work projects. 

3. Prepares a written report for department manager on each phase of training, copying training representative. 

4. Undergoes a performance review bi-monthly based on comments from managers. 

SUGGESTED EDUCATION, EXPERIENCE, AND SKILLS:
1. Education: Bachelor's degree in Business
2. Skills: Ability to listen effectively and communicate with others.  Strong desire to expand product knowledge and procedural skills.  Good organizational skills and strong analytic ability.  High level of self-motivation and initiative.

Your Logo Here








