[image: image1.jpg]German American
Chambers of Commerce
Deutsch Amerikanische
Handelskammern





New DS-7002 – Trade Show
You may use these descriptions when preparing your DS-7002 Training Plan. All the below Word fields can be copied and pasted onto each respective field of the DS-7002 Adobe document.  Please modify to your needs if necessary. 
Brief Description of the Intern’s Role for this Program or for this Phase

The intern will support the acquisition of Trade Show exhibitors and attendees, marketing/sales, resource reallocation, database maintenance and updates, process improvement initiatives, project analysis, design and implementation, as well as assist in ongoing process workflows.

Specific Tasks and Activities to be Completed for this Program or for this Phase
The intern will be introduced to industry periodicals, trade show magazines, annual reports, work reports, databases; will become familiar with specific target industries, trade shows, competitive trade shows; become familiar with professional associations and organizations in specific industries; will learn terminology for describing trade shows/benefits to potential clients; will learn to plan/organize an exhibition stand; will prepare marketing/promotional material; will create letters, image brochures and written communications; will learn how to handle client inquiries by phone/email, negotiate fees, prepare contracts; will organize exhibitor/attendee lists; will assist in arranging client meetings, business travel, mailings, networking events, workshops, conferences, exhibitions, press events and presentations; will trouble-shoot, solve problems and establish good customer relations. 

Specific Goals and Objectives for this Program or for this Phase
By the end of this phase the intern will have gained practical experience with American methods of trade show management. The intern will have gained an improved understanding of the American business mentality as well as greater fluency in English as a business language. The intern will have learned how involvement in trade shows contributes to a company's growth and productivity.

Skills or Techniques to be Imparted During this Program or During this Phase
English language, spoken/written, familiarity with the American business mentality, the ability to plan/organize, research, analyze, multitask and prioritize; the ability to manage records, maintain statistics, meet deadlines; skills in stress management, problem- solving, trouble-shooting; communication/presentation skills, observation and listening skills; the ability to work independently and with self-discipline; team building skills, time management skills; the ability to think critically and to accept constructive criticism.

Methods of Performance Evaluation and Methods of Supervision for this Program or for this Phase

Supervision will include weekly meetings, department briefings, project reports, mentoring with team leader, informal on-the-job meetings, critiques, brain-storming as needed during project work. A final written performance evaluation at the end of the internship will attest to the intern's work habits, comprehension, creativity, motivation, team spirit, self discipline and attitude.
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