
Position: Business Administration/Executive 
Secretary Intern

Section: Administrative – Early Childhood Education (ECE)

Application Deadline: August 11, 2025

Start date: August 25, 2025

Main responsibilities: Welcome and assist parents, families, and visitors 
at the ECE campus, ensuring courteous, empathetic, and efficient service. 
Communicate with families, providing support in person, by phone, and via 
email in both Portuguese and English, answering questions about the 
school, ECE routines, and institutional events. Assist in scheduling meetings 
between families and the pedagogical team, as well as in organizing 
documents and records. Support administrative departments by helping 
with family communication, document organization, and the enrollment 
process. Collaborate with the administrative team to keep the reception 
area organized and ensure an efficient flow of information and service. 
Assist in receiving materials from the supply department, checking items 
based on the sector’s requisitions. Prepare school and office supply kits. 
Help control and organize materials stored in the department.

Requirements: Currently enrolled in Business Administration or Executive 
Secretariat undergraduate course. Bilingual in Portuguese and English. 
Knowledge of Google Workspace tools. Good communication skills and 
professional demeanor; organization; ability to work in a team.



Please send your résumé and a letter of 
professional reference to our Human 
Resources department at 
recrutamento.externo@edn.org.br by 
August 11, 2025.

Please add the position you're applying 
for to the email subject.

We seek caring, dedicated professionals 
to contribute to our school community by 
making a difference in our students’ 
lives.
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