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Colgate-Palmolive is a leading global consumer products company, focused on Oral Care, Personal Care, Home Care and Pet Nutrition. Colgate sells its products in over 200 countries and territories around the world under such internationally recognized brand names as Colgate, Palmolive, Mennen, Softsoap, Irish Spring, Protex, Sorriso, Kolynos, Ajax, Axion, Soupline, and Suavitel. 
Colgate's success is founded on the Company's core values of Caring, Continuous Improvement and Global Teamwork. Evident in all aspects of our business, these values are the driving force behind everything we do. They are the reason for our commitment to providing safe, high quality products that enhance the lives of consumers around the world. These values fuel our successful long-term efforts to increase shareholder return, and they guide our efforts to create a workplace where all Colgate people act with integrity and with respect for one another. 

For more information about Colgate's global business, visit the Company's web sites on the Internet at www.Colgate.com and www.Hillspet.com.

TITLE:

CDO Communications Coordinator Intern 
DIVISION:

US COMPANY
SCOPE OF RESPONSIBILITY:

At Colgate-Palmolive we offer an exciting Customer Development Organization (CDO) Internship designed for those who have a strong interest in pursuing a career in Sales and Marketing.  This internship will provide you with first-hand experience and exposure to our organization’s Customer Development Team (Sales).

As a CD Intern you will work on key business projects, coordinate day to day activities for distribution of Colgate’s sales materials, product samples, toothbrush racks, displays, coupons and premiums, manage the Customer Development website, work with external vendors, create promotional sheets, and manage trade fulfillment.  Successful interns demonstrate strong technical skills and communication skills, as well as the ability to plan and prioritize.

During your Internship, you will gain an excellent grounding in what drives our business. You will gain many valuable business skills. Many successful interns come back and join us on a permanent basis after they have finished their degree.

Internship location:  New York, NY

Qualifications and Competencies:
· Currently enrolled in a Bachelor’s or Master’s degree program expecting to graduate in 2010/2011.

· Approximate GPA of 3.0 or above

· Must be available to work 15-20 hours a week during the semester and full-time during summers. 

· Documentation of U.S. Citizenship or authorization to work permanently in the U.S.

FUNCTIONAL & LEADERSHIP COMPETENCIES SOUGHT:

	· Results Oriented
	· Analytical/Decision Making
	· Planning/Priority Setting

	· Communication
	· Computer and Business Applications
	


If you are interested in Colgate-Palmolive’s Customer Development Communications Coordinator Internship, please visit our website to view this job posting and to submit your resume.
Go to: HTTP://WWW.COLGATE.COM
Click on “Careers”

Click on “Job Search”

Click on “Begin your Search” or “My Job Profile”

Search keyword: “Summer Intern”

Area of responsibilities of the Communications Coordinator are as follows:

· Administration of Fulfillment House Services

1. Coordinate all day to day activities for the distribution of sales materials, product samples, toothbrush racks, displays, coupons and premiums.

2. Administration of Order Processing Website 

3. Coordination of all Sales Samples Distribution.

4. Maintenance of Distribution lists for Sales personnel as well as external brokers

5. Coordinate/monitor sales aid materials’ receipt and inventory with existing inventory at warehouse

6. Coordinate the destruction of obsolete items at Fulfillment Warehouse.

7. Creation of Purchase Orders and coordination of paying invoices.

8. Trouble-shooting of purchase order system issues with Help Desk

· Coordination/coding/tracking of all vendor invoices.(Excel) 

· Run monthly database reports on SAP to track budget.

· Collect Promotional Hot Sheet information for email distribution.

· Manage trade subscription of “Supermarket News” renewals/updates/Addresses modifications and invoicing.

· Manage Image Site / Upload images and logos / deletions and updates.

1. Photoshop experience -Managing, resizing and exporting graphic files, JPEGs, TIFF, in Adobe Photoshop.

· Manage Sales Site Maintenance

1. post materials in a timely manner

2. ensure that all content is up-to-date / review all documents on site

3. provide end user support

· Manage Organization hardware database

1. maintain current and accurate data 

2. ensure that all equipment is accounted for on a timely and consistent basis

3. provide reports as needed

4. coordinate equipment issues with field and procurement/IT

· Manage process for PC deployment 

1. coordinate program planning and scheduling with IT

2. work with the regions and field to ensure compliance with schedule, return of equipment etc

3. ensure up-to-date record keeping for deployment

· Manage key projects as assigned

1. Ensure mailing lists are current

2. Assist sales reporting and budget tracking as assigned
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