
 
 

Internship Opportunity: Administrative Aide 

indie’s internship program is designed for driven individuals who are looking for hands-on, real-world 
job experience with guidance and mentorship. Our program focuses on expanding skill sets, building 
upon education, and providing professional support within the Autotech industry. Interns will engage 
with actual customer projects, both in the lab and with indie’s global teams, with the opportunity to 
provide meaningful contributions to new software development, product designs, and more. 

internship Overview: 

indie’s internship program is designed for driven individuals who are looking for hands-on, real-world 
job experience with guidance and mentorship. Our program focuses on expanding skill sets, building on 
your existing education and providing professional support within the Autotech industry and various 
fields. 

The Human Resource Administrative Aide is responsible for supporting Human Resource professionals to 
help them stay organized and complete tasks that allow them to focus on more advanced 
responsibilities.  

The task for the Admin Aide is to complete a range of clerical tasks including managing calendars, sorting 
mail, and preparing documentations. They may also be responsible for engaging in event planning and 
meeting setup and implementation. The core duties and responsibilities of an Administrative Aide 
revolve around supporting others. Their job duties can vary widely, not just from task to task, but from 
day to day at the same job. On any given day, they may perform a variety of tasks, such as: 

Job Summary: 

• Schedule and coordinate staff and other meetings and maintain calendars 
• Manage/Coordinate maintenance 
• Prepare communications, such as memos, emails, invoices, reports and other correspondence 
• Write and edit documents from letters to reports and policies 
• Create and maintain filing systems, both electronic and physical 
• Manage internal events  
• Support shipping (FedEx, DHL) 
• Schedule travel arrangements based on itineraries 
• Various tasks associated with HR & administration 

 
Requirements: 

• College/ UV or equivalent experience 
• Knowledge of spreadsheets and word processing documents 
• Ability to create organized filing systems and must be able to determine which tasks are the 

most important in a given list 
• Must collaborate with the team and support all personnel, management on a regular basis 
• Must be proficient in spelling, punctuation, sentence structure 
• Requires working knowledge of marketing terminology and practices 

 
Internship Location: Rabat, Morocco 


