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WHO ARE WE?

Founded in 2017, MindFlex has established itself to
become the #1 Home Tuition Agency in Singapore,
beloved by parents and students alike!

Here at MindFlex, our internship programme is
structured around fulfilling & practical learning.
Interns can expect to be exposed to real-world
working scenarios & problem-solving as a team.

Through our nurturing environment, we hope to
groom our interns into outstanding, all-rounded
individuals who are capable and employable. Full &
Part-Time job opportunities will also be offered to
interns who have excelled in their internship. \/




What To Expect As An:

OPERATIONS INTERN

JOB SCOPE

Client Relations:

¢ Take charge of handling tuition requests via Forms & WhatsApp

¢ Ask clients the right questions to gather information efficiently

e Address clients' queries and concerns that they might have

¢ Transfer clients' requirements into a concise job-post format

¢ Provide after-sales service to clients (and tutors)

¢ Monthly check-in on existing client base for any feedback,
staying connected and maintaining good relations with them

Tutor Relations:

¢ Broadcasting assignments via automated outreach channels
(Email, Telegram, etc.) to our database of 50,000+ tutors

o Apply filters (eg. Location, Tutor Type, Qualifications) to tag
each assignment to the correct target audience

¢ Assist in profiling, and marketing tutors in a way which
captures the client's attention based on their needs

¢ Assist tutors with technical issues & application processing

¢ Clarification of agency's commission & policies to tutors

Business to Business (B2B):
¢ Take charge of MindFlex's B2B arm and work with tuition
centres, government agencies & educational institutes.
¢ Schedule interviews (phonecall, online, face-to-face) between
tutors and organisations
¢ Manage confirmation contracts & invoices for clients

Internal Processes:
¢ Work with customised back-end software, specially designed
to fulfill the company's business needs & improve efficiency



¢ Maintain cohesive inter-department and intra-department
relations, ensure good customer handover between colleagues

¢ Take charge of designating clients to various teams (traffic
control), depending on each team's existing workload

¢ Maintain an organised record of clients for different
departments to contact and follow-up with in future

Business Development:
¢ Analyse company's past data and trends, to forecast peak
periods and develop relevant plans
e Active participation in Business Development meetings to
brainstorm for process streamlining and automation
¢ 1-to-1 consultations with MindFlex's upper management on
strategy building for the company's operations
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¢ Hone fast-thinking abilities and good decision-making skills

¢ Build professional communication and customer service skills

¢ Develop confident problem-solving and mediation skills

e Learn to stay organised, meticulous and calm in a fast-paced
environment

e Become an effective team-player and an independent worker

e Witness firsthand how SMEs create their own in-house software
and solutions (from conceptualistion to development to usage)

¢ Deep involvement and familiarisation in both back-end and
front-end processes of the company & industry

e Exposure to real-world data and applications, that puts theory
into practice

e Last but not least, private mentoring & sharing sessions with

company's founders and management (P.S. we love sharing)

KEY TAKEAWAYS




THE STUDENTS WE
HAVE IMPACTED
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JOB SCOPE

Assist in Digital Marketing Tasks, Planning & Strategy
Design eye-catching marketing collaterals to fulfill
marketing campaign objectives

Manage social media campaigns, tools and strategies on
marketing platforms (eg. Facebook, Instagram, Carousell)
Design and send Electronic Direct Mail (EDMs) to remain
connected with existing clients & tutors

Copywrite articles and content creation for website blog
pages and SEO improvement

Creation of webpages on company’s website through web
building tools such as WordPress

Casual brainstorm huddles with management on
company's marketing direction & growth

KEY TAKEAWAYS

Develop design skills such as photo and video editing

Obtain persuasive & professional writing skills

Exposure to practical real-life marketing tools such as Google
Analytics, Carousell Ads, Facebook Ads

Be exposed to application & conceptualisation of business
strategies from the perspective of market leaders in the
tuition industry

Learn more about business strategies within the home tuition
industry, and the considerations behind a marketing
campaign

Become more organised as you work on several marketing
tasks concurrently



MARKETING
SHOWCASE

Collaterals done by our. Marketing Interns
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1. English Tuition in Singapore
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3. A Level Chemistry Exam Format
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WHAT REQUIREMENTS DO | NEED?

You have to be a Singaporean currently enrolled in a
Polytechnic or University. You should have good command
of verbal and written English and decent computer skills.
Team players with great communication skills and
organisational skills are also highly appreciated.

WHAT ARE THE WORKING HOURS?

Working hours are from 9.00am-6.30pm, with a1 hour
lunch break in between. We stand out from other employers
with our no overtime and no taking work home policy.

HOW IS THE ENVIRONMENT? @J

At MindFlex, it's all about family. We are a small-sized, close-
knit team of 15-20 young employees, of which about 1/4 are
fellow interns! We work hard and play hard; the office is
equipped with facilities like a Karaoke Set and PlayStation 5
for employees to enjoy during lunch or after work. Company
welfare includes a snack pantry, company-sponsored meals,
and outings.

®
=7 WHAT IS THE SALARY?

The Intern Allowance is $800-51,000/month for Polytechnic
interns and $1,000-51,200/month for University interns.

Joinlusinow[&lexperiencejtheselbenefitsiforyyourself!




HEARIWHATIOUR
INTERNSIHAVEITOISAY,

The working environment is relaxed and the no-overtime rule is
strongly enforced, which was a pleasant surprise after working for
other companies. Having done up about 60-70 marketing collaterals
for Carousell, Youtube, Email, etc. in 9 weeks, | became more skilled in
B2B and B2C marketing communication. Overall, this internship gave
me a valuable learning opportunity to glean transferrable skills.

HANNAH YU, SMU, Y2 STUDENT

This internship helped me develop certain key skills. Liaising directly
with clients and other businesses helped me develop my
communication skills. Since the job involves thinking on your feet to
respond to unconventional requests, | also got to develop my critical
thinking skills. Lastly, | also became a stronger team player after
working closely with my team. A fruitful experience overall!

JERLYN LIM, NUS, Y3 STUDENT

| truly enjoyed my time at MindFlex, and | even converted to a part-
time position afterwards! It was rewarding to see that my day-to-day
job could help children excel in their academics and reach their full
potential. Company welfare is great and the management team is
open to new suggestions from the employees & interns. | would
highly recommend doing your internship here!

ELISE WONG, SIM-UOL, Y3 STUDENT

Working with MindFlex allowed me to develop my organisational
skills as we learnt how to streamline our work to maximise efficiency.
In my 6 months here, | forged good memories and valuable
friendships. MindFlex's upper management's 1-to-1 consults were also
very insightful as we got to witness firsthand the considerations
behind managing a business.

NG WAN LIN, TP, Y3 STUDENT



