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	Name of companyorganisation: EEIP (Energy Efficiency in Industrial Processes ASBL)
	Tax ID number: BE 
	Contact person: Juergen Ritzek
	Legal representative: Juergen Ritzek
	Country: Belgium
	City: Brussels
	Address: Office: Rue des Peres Blancs 4, 1040 Brussels
	Sector: Online platform energy transition: information exchange and network, business & policy
	Total number of internships offered at this site for Global Training 2025 according to the Programme Rules companies or organisations may offer a maximum of 5 internships per site: 1
	Number of interns to be hosted: 1
	Type of visa or permit required for the internship in accordance with current legislation: non
	Department lf more than one intern is being requested specify the department for each individual: EU Project Office
	Description of the projectactivities lf more than one intern is being requested specify the projectactivities for each individual: - Project Coordination Support: Assist in planning, monitoring, and reporting tasks across ongoing EU and partner-funded projects.
- Document Management: Help maintain project documentation, including meeting minutes, reports, templates, and timesheets.
- Event and Meeting Support: Provide logistical support for project-related meetings, workshops, and events (both virtual and in-person).
- Research and Analysis: Support background research and data collection for project deliverables and proposals.
- Process Improvement: Contribute to improving internal workflows and tools used by the Project Office.
- Administrative Assistance: Support invoicing, timesheet tracking, and other administrative duties as required.
- Stakeholder Communication: Draft newsletters, and other communication materials for internal and external stakeholders. 
	Activity schedule: All the following tasks within the EU Project Office will need to be carried out continuously and flexibly, as we manage multiple projects simultaneously. Responsibilities such as project coordination support, document management, event and meeting logistics, research and analysis, process improvement, administrative assistance, and stakeholder communication will be performed on an ongoing basis. These tasks may need to be completed concurrently, depending on project demands and timelines, requiring adaptability and proactive engagement across various workstreams.
	lnternship supervisor according to the Programme Rules a maximum of 2 internships may be supervised by the same individual: Tatiana Panteli
	lnformation on the desired profiles Education previous experience languages other skills etc: - Recent graduate or final-year student in European Studies, Business, Project Management, Sustainability, or a related field.
- Strong organisational and communication skills.
- Interest in EU projects, sustainability, or public-private partnerships.
- Proficiency in Microsoft Office and collaborative tools (e.g., Google Workspace, Trello/Slack, Notion).
- Experience in AI tool usage
- Ability to work independently and manage multiple tasks with attention to detail.
·  Fluent in English; knowledge of other EU language
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