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ERASMUS+ INTERNATIONAL 

STUDENT TRAINEESHIP OFFER

Please fill in all fields in English. 

	HOST ORGANIZATION INFORMATION 

	NAME OF ORGANISATION
	Caucasus University LTD


	ADDRESS
	N1 Paata Saakadze Street

	POSTAL CODE
	0102

	CITY
	Tbilisi

	COUNTRY
	Georgia

	TELEPHONE
	(+995 32 ) 2 37 77 77 

	FAX
	n/a

	E-MAIL

	ir@cu.edu.ge 

	WEBSITE
	https://cu.edu.ge/en

	NUMBER OF EMPLOYEES
	165 ( Adminstrative staff )

	OTHER (if necessary)
	

	CONTACT DETAILS 

	CONTACT PERSON
	Mrs. Irena Melua (Head of Department)
Ms. Ana Tavartkiladze (Exchange Programs Manager)

	DEPARTMENT/FUNCTION
	International Relations and Projects Depamrtnet

	TELEPHONE
	(+995 32 ) 2 37 77 77 (ext.230)
(+995 32 ) 2 37 77 77 (ext.240)

	FAX
	n/a

	E-MAIL

	imelua@cu.edu.ge
atavartkiladze@cu.edu.ge

	OTHER (if necessary)
	

	TRAINEESHIP INFORMATION

	TRAINEESHIP TITLE
	International Relations Coordinator

	HOST DEPARTMENT/SCHOOL/UNIT
	International Relations and Projects Department

	DESCRIPTION OF ACTIVITIES
	-Supporting International Relations and Projects Department in daily communication 
- Assisting the Director of IR office in accordance with the goals and objectives of University

- Monitoring International Relations and Projects Department official email account, 
-If needed, providing information regarding short-term programs, scholarship programs, international conferences for CU students
- Assistance in organizing conferences and events hosted by International Relations and Projects Department

	DURATION (Start date – End date)
Note: Eligible timeframe March – June 2020
	02.03.2020 – 30.06.2020

	WORKING HOURS PER WEEK
Note: Min. 35 hours/week

Max. 40 hours/week
	10:00 – 19:00
Monday- Friday

	CITY
	Tbilisi

	OTHER (if necessary)
	

	ADDITIONAL REQUIREMENTS 

	COMPUTER SKILLS
	Good knowledge of Michrosoft programs (Word, Excel, Power Point)

	OTHER (if necessary)
	


