
Position: Administrative Intern
Section: School Records

Application deadline: December 21, 2025

Start date: January 26, 2025

Main Responsibilities: Assist with administrative tasks in the School 
Office. Draft national and international academic transcripts. Prepare 
report cards and national certificates. Provide support to internal and 
external audiences, offering information on student records and 
enrollment. Assist with new enrollments and transfer processes, including 
data entry and updates in academic systems. Organize and archive 
student documentation. Work closely with the School Secretary, following 
instructions and contributing to the efficient operation of the office.

Requirements: Bilingual in Portuguese and English. Be enrolled in a higher 
education program (Administration or related fields). Knowledge of 
English. Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint) and 
internet/email tools. Strong communication skills and ability to assist both 
internal and external audiences. Punctuality and attention to deadlines. 
Basic knowledge of the RM TOTVS system (preferred).

Internship Hours: 6h per day (Monday to Friday).



Please send your résumé to our Human 
Resources department at 
recrutamento.externo@edn.org.br by 
December 21, 2025. 

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