	[image: image1.png]@ Excellence is our Passion





	TITULATURA POSTULUI MARKETING INTERN/

INTERNSHIP PROGRAM

COD F.205, revizia 1 / 25.05.2012



	1. DESCRIEREA POSTULUI
	1. JOB DETAILS

	1.1 Denumirea postului : Marketing Intern
Internship Program
	1.1 Job title : Marketing Intern

Internship Program

	1.2 Locatia: Sediul Ionita Vornicul, Bucuresti 

 Departament : Marketing, Divizia Cosmetice
	1.2 Job Location: Ionita Vornicul Headquarters, Bucharest

 Department:  Marketing, Beauty Care Division 

	2. CERINTELE POSTULUI 
	2. JOB REQUIREMENTS 

	2.1 Educatie: Studii superioare in curs de finalizare, preferabil economice.
	2.1 Education required: University student, economic studies preferred

	2.2 Experienta:  ---
	2.2 Experience required:  ---

	2.3 Cunostinte: 
· cunostinte foarte bune de utilizare Microsoft Office;
· limbi straine: engleza scris/citit/vorbit: foarte bine ;
	2.3 Knowledge of: 
· MS Office – Advanced User;
· English – writing/reading/speaking: advanced;

	2.4 Abilitati: (Core 5+1) - initiativa si determinare pentru atingerea tintei, decizie si asumarea riscului, schimbarea si Inovatie, perspectiva si claritate in gandire, convingere si Influentare, spirit de organizare; spirit de lucru in echipa; aptitudini interpersonale; flexibil; creativitate; focalizare pe imbunatatirea continua, capacitate de planificare, organizare, control; gestionarea timpului; spirit de initiativa ; orientat catre clienti.
	2.4 Abilities: Soft skills (Core 5+1)- initiative & determination to achieve, decisiveness & risk taking, driving change & innovation, perspective & judgment, convincing & influencing, teamwork, interpersonal skills, flexibility, creativity, focus on continuous learning, planning, organization and control, time management, initiative; client – oriented.


	3. RELATII 
	3. RAPPORTS

	3.1 Ierarhice:

3.1.1 raporteaza: Marketing Manager;
3.1.2 ii raporteaza: 
3.1.3 este suplinit / inlocuit de: ---
3.1.4 inlocuieste / suplineste pe: ---
	3.1 Hierarchical:

3.1.1 reporting to: Marketing Manager
3.1.2 direct reports: 
3.1.3 replaced by: ---
3.1.4  replaces: ---

	3.2 Functionale:

3.2.1 informeaza: ---
3.2.2 colaboreaza :
· Colegii din departamentul marketing
	3.2 Functional:

3.2.1 informs: ---
3.2.2 collaborates with: 
· marketing team.

	4. ATRIBUTII SI RESPONSABILITATI
	4. TASKS AND ACCOUNTABILITIES 

	Rol
Asigura suport si asista la activitatile departamentului de marketing al Diviziei Cosmetice

4.1 Atributii: 

4.1.1 asigura suport pentru departamentul de marketing al Diviziei Cosmetice;

4.1.2 prelucreaza informatiile din piata (publicatii de specialitate, studii de piata, rapoarte vanzari, vizite pe teren) si le analizeaza;

4.1.3 asista colegii in monitorizarea activitatii competitionale;

4.1.4 asista la elaborarea campaniilor de promovare a produselor in piata;
4.1.5 Practicantul va respecta standardele interne ale societatii, regulile, instructiunile si procedurile de lucru specifice propriului departament asa cum ii vor fi acestea comunicate la data inceperii activitatii sau modificate oricand ulterior de catre companie si comunicate practicantului si/sau postate pe intranet (pagina de internet proprie a societatii), acestea devenind parte integranta a Regulamentului de ordine interioara. Nerespectarea in mod deliberat ori nejustificat si repetat a standardelor interne ale societatii, ca si a regulilor, instructiunilor si a procedurilor de lucru specifice propriului departament poate fi considerata abatere disciplinara si sanctionata in mod corespunzator.
4.1.6 alte atributii la solicitarea managerul direct.
	Role:
Ensures support and assists to marketing department activities for Beauty Care Division.

4.1 Tasks: 

4.1.1 ensures support for marketing, Beauty Care Division;
4.1.2 takes and process market information (specialty publications, market research, sales reports, visits) and analyze them;

4.1.3 assists in competitors activity monitoring;
4.1.4 assists to the elaboration of promotion campaigns;
4.1.5 The intern will comply with the company’s internal standards, regulations, instructions and work procedures specific to his department communicated at starting date or modified by the company and communicated to the intern any time after his strating date and/ or posted on the intranet page ( company’s own internet page), these becoming part of the Internal Order Regulations. Deliberately or unreasonably and repeated noncompliance of the internal standards of the company, or rules, instructions and work procedures specific to the department may be considered disciplinary offense and punished accordingly.
4.1.6 Other tasks at the request of the direct manager.

	4.3 Responsabilitati:

Raspunde de: 

· Raspunde de respectarea instructiunilor de sanatatea si securitate a muncii si de prevenire si stingere a incendiilor la postul de lucru unde isi desfasoara activitatea 

· Raspunde de respectarea in permanenta a cerintelor legale, de reglementare, specifice domeniului de lucru, inclusiv referitoare la protectia mediului si securitatea si sanatatea in munca, aplicabile postului;-cerinte care i-au fost aduse la cunostinta in prealabil de catre seful ierarhic sau de persoana responsabila cu acest aspect din cadrul companiei.
· Raspunde de respectarea cerintelor aplicabile postului din documentele sistemului de management al calitatii mediului si securitatii ocupationale, ex. Instructiuni de lucru, instructiuni tehnologice existent in organizatie;

· Raspunde de respectarea programului zilnic de munca
· Este prompt si corect in transmiterea informatiilor din cadrul Henkel Romania.
· Raspunde de pastrarea confidentialitatii tuturor datelor, documentelor si informatiilor la care are acces in cadrul Henkel;

· Raspunde de executarea si pastrarea curateniei la locul sau de munca.
	4.3 Accountabilities:

Is accountable of: 

· Is responsible for compliance with health and safety instructions
· and fire prevention at his workplace;

· Is responsible for continuous compliance with the legal requirements, particular for his work domain, including environment protection and labor safety and health – requirements that have been notified in advance by the hierarchical manager or the person responsible with this aspect from the company
· Is responsible for compliance with job requirements from the environmental quality and occupational safety management system
· Responsible for compliance with the daily work schedule;
· Is prompt and fair regarding the information transmission within Henkel Romania.
· Is responsible for maintaining the confidentiality of all data, documents and information which are available to him in Henkel;
· Responsible for execution and maintaining his workplace clean;


	5. COMPETENTE
	5. COMPETENCES

	5.1 decide cu privire la: ---
5.2 are dreptul de a:
·  fi instruit;
5.3 nu are dreptul de a: 
· de a divulga informatiile confidentiale detinute in cadrul companiei Henkel Romania

· de a furniza informatii catre clienti in afara celor specifice activitatii

· de a folosi functia ca mijloc de obtinere, in mod direct sau indirect, a unor avantaje materiale sau unor privilegii in scopuri personale
· instraina bunurile companiei, sau a da spre folosire bunurile departamentului fara acordul prealabil scris al sefului ierarhic
	5.1 Decides on: ---
5.2 Has the right to:

· be trained;
5.3 Is not allowed to: 

· provide confidential information stored in Henkel Romania company;
· provide information to customers outside the specific activity;

· use the function as means of obtaining, directly or indirectly, material advantages or privileges for personal benefit;

· give in use the departments’ property without prior written consent from the hierarchical manager;

	6. PREVEDERI FINALE 
	6. FINAL PROVISIONS 

	6.1 6.1 Aceasta fisa de post produce efecte de la data semnarii de catre titularul postului.

6.2 Fisa de post este obligatorie pentru titulatul postului in virtutea prevederilor RI si a contractului individual de munca.

6.3 Aceasta fisa de post este anexa la contractul individual de munca al titularului postului 

6.4 Aceasta fisa de post se completeaza cu anexele specifice coordonatorilor locurilor de munca pe probleme de securitatea muncii.
	 6.1 This document takes effect after the date of signature of the owner of the post;
6.2 The Job Description is mandatory for the owner of the post under the RI provisions and the individual labor contract;
6.3 This Job Description is annex to the individual labor contract of the job owner;

 6.4 This Job Description is completed with the specific annexes of the job coordinators regarding labor safety.
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