
groundUp’s Internship Program

At groundUp, our clients are essential to our growth. Taking care of them is taking care
of us. Priding ourselves on our brand and customer care. We provide small businesses
and growing brands an array of services that meet their creative needs. Located in the
heart of downtown Toledo we are ready to expand our team! groundUp is looking for
someone who is eager to start a career in Branding. An individual willing to grow with us
and add to our bigger vision. Hence, why we are excited to announce our new
Internship Program! This is a 6 week unpaid internship with an ending assessment in
hopes of offering a permanent position on our team.

This program will be a 6 week period filled with many opportunities and training. This
particular position will be for our Executive Assistant Role. You will get the chance to
work alongside our Social Media Managers, Graphic Designers, Web Designers,
Photographers, Videographers and so many more. You will be the right hand of the
CEO and essential for daily company needs. Our goal is to emerge you into the
Branding and Design Industry while adding to your own portfolio and career plan. This is
also a great opportunity to learn the fundamentals of running a business and becoming
a successful freelancer.

The 6 Week Program will consist of 2 hours 3 days a week.

Training Objective Week

Shadowing Week 1

Systems and Processes Week 2

Customer Care Week 3

Email Etiquette Week 4

Note Taking Week 5

Scheduling Week 6
Intern Schedule



Preferred Qualifications:
- At Least an associate degree or higher (in design, marketing or degree related)
- Available 2 hours for 3 days a week (hybrid: remote and in person)
- Proficient Organizational Skills
- Excellent Management of Time
- Attention to Detail
- Excellent written and verbal communication skills
- Ability to Multitask
- Basic understanding of frequently used computer software and programs, such

as Google Workspace
- Interpersonal skills
- Adaptable
- Authorized to work in the U.S
- Must live in the Toledo area
- Reliable transportation
- 18+

Responsibilities:
- Providing administrative assistance
- Manage scheduling for company executive and Project Manager
- Draft, review and send communications on behalf of company executive
- Organize and prepare for meetings, including gathering documents and attending

to logistics of meetings
- Answer and respond to phone calls, communicate messages and information to

the executive
- Prioritize emails and respond when necessary
- Coordinate travel arrangements
- Maintain various records and documents for company executive(s)
- Sanitation and daily building duties

Since our company is new to Toledo Ohio we are excited to grow and expand our
outreach within the community. Some things to look forward to are helping host events,
establishing our business, and even some day to day tasks. To be considered, A
resume and written essay is required. If the essay is not submitted with application it will
be reviewed as incomplete. We are excited to meet you all!


