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Intern Application Form

_________________________________________________________________________________________
Position Information:
Entity: DGRC    Department:  ITS/CX      
Position Name for Job Posting: Intern – ITS/CX  Director office 
Cost Center: 1090074A
Intern Type:

□ Chinese intern

□ Foreign intern




□ DH program of Daimler AG (non-HC occupied)
Headcount Type:
□ OP19


□ Special approval, reason: _______                                
Hiring Type:

□ New Hire

□ Conditional offer for Mr./Ms. ______
□ Extension for Mr./Ms. ______              
Duration:

□ 0.5 HC ( □ 1-month □ 2-month □ 3-month)          
□ 1 HC    ( □ 4-month □ 5-month □ 6-month)
Expected On-boarding Date:  01/04/2019      Location:  Daimler Tower C             Floor: 15F
Supervisor (E4 and above): Frank Peters     Contact Person (Staff): __Hu Yue__                        
Important Notice:
1. Please submit this form 6-8 weeks before expected onboarding date.
2. 1-3 months calculated as 0.5 HC; 4-6 months internship calculated as 1 HC.
3. Intern job content must be business related project based.

4. Interns shall not be assigned for business trip.
5. Please send the file in word & signed pdf version to hr_internship@daimler.com for job posting.
6. If you have potential candidate, please provide his/her Chinese and/or English CV together with this form.     
Detailed Description of Job Contents:
Regular tasks:
1.  Support making PowerPoint and Excel, sometimes do analysis work in IT team

2.  Support organizing team activities, and communicate between departments and clients.

3. Support administrative including meeting room booking and signature process
4.  Support IT Service Agreement Signoff process.

5.  Support innovation project including project coordination, video/script basic editing.
Defined project: 
-Communication: Newsletter and team video

-Event: support with the organization team building and new comer orientation, training, Digital One activities 
-X-table: support the organization bi-weekly internal knowledge sharing 
Qualification Requirement (Major, Language, etc.):

1.  Excellent oral and written English skills.

2.  Good Microsoft office skills, especially Excel PPT and word.

3.  Good Graphic design and video editing skills, especially Photoshop, Final Cut, Pr, Ae and etc.

4.  Good analytical and research skill.

5.  Good time management skills multi task capabilities and communication skills.

Filled and Applied by:                           Approved by:                                            Approved by (If applicable):

HU Yue_________                                   Frank Peters_____________                      _______________________
 Name (Regular script, 正楷)                  Name (Regular script, 正楷)                       Name (Regular script, 正楷)
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                                                              _____ITS/CX Director__ E3                    
           Title (Staff)                                           Title (E3 or above)                                                 Title
_______________________                  _______________________                      _______________________
            Signature                                                 Signature                                                      Signature

_______________________                  _______________________                      _______________________                         
                Date                                                        Date                                                               Date
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