HANDEX OF TALLAHASSEE

ENVIRONMENTAL CONSULTANTING PROGRAM MANAGEMENT/INTERN – 20-30 hours per week
JOB RESPONSIBILITIES:
· Enrolled in Bachelor’s degree program in Geology, Environmental Science, Environmental studies or Engineering.

· Assist technical staff with preparation of reports and other administrative tasks.

· Valid driver’s license required.

· Internet research and client data pulls.

· Data entry

· Other duties as required.

JOB QUALIFICATIONS:

A successful candidate will have demonstrated, through teamwork and cooperation, the following qualifications:

· Excellent interpersonal and customer service skills.

· Must have a professional demeanor and team work attitude.

· Ability to balance multiple priorities and demonstrate diligent attention to detail.

· Windows 2000 and MS Office experience, especially Excel and Access programs.
Duration of position – minimum of one year

