
I N T E R N S H I P S

GROUPE SCOL AIRE JAVOUHEY

JAVOUHEY-BREST.FRGROW, LIVE, SUCCEED !



SUP’JAVOUHEY

BTS
Office Manager

The professional situations 
encountered (through 
observation or action) by 
the students during the 
internship allow them to :

The manager’s assistant performs their duties alongside 
a supervisor, an executive, or a team. Their role primarily 
involves relational, organizational, and administrative 
tasks.
 
The assistant’s work is heavily influenced by the 
context, often international, in which they operate. As 
a representative of the manager, the assistant is at the 
heart of internal and external relations.

• �Autonomy

• Sense of responsibilities

• Rigour

• �Anticipation and rapidity

• Reactivity

• Availability and discretion

Qualities

• �Computering and IT

• �Foreign language and professional behaviour

• Economic and legal concepts

Skills
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ORAL 
COMMUNICATION

• Welcoming foreign partners or visitors 
• Receiving phone calls 
• Customer telemarketing (in French or 	
   foreign language)

WRITTEN 
COMMUNICATION

• �Creating/improving documents : leaflets, 
slideshows, brochures…

• Creating operational frameworks, any type 	
   of internal or external document 
• Doing press reviews 
• Creating and/or updating websites 
• Creating and updating an internal 		
   newsletter, in French or foreign language
• Writing companies status reports 
• Elaborating surveys 

MONITORING AND 
ORGANIZATION

• Following up with clients and suppliers 
• Creating and updating data bases 
• Monitoring a recruitment process for future 	
   staff, students,... 
• Organizing an event : fair, doors open 	
   days,... 
• Sorting, classifying, archiving documents 
• Elaborating and setting an administrative 	
   process 
• Managing purchases of office supplies 
• Handling the administrative tasks related to 	
   a fair abroad or in France 
• Organizing meetings

Examples of tasks 
a student can 
handle :
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Internships for the BTS in 
Communication
The internship for a student attending a BTS in 
communication, either in the 1st or 2nd year, should be 
carried out in a commercial or industrial business, in 
a City Hall, in a communication agency or any service 
provider working in the communication field… but 
always under the responsibility of a communications 
professional.

The student ‘s main activity consists in designing 
communication solutions meeting the expectations of 
diverse audiences. This involves the implementation 
and follow-up of communication projects, the advertiser
and the contractors relationship management and the 
setting up of a permanent watch. The Communication
BTS graduate may coordinate, plan, budget and control 
the various communication tasks.

A student having completed a BTS (Higher national 
Certificate) specialized in communication is able to 
devise and implement communication operations and 
activities in marketing, commercial or relationship 
operations and events management in the context of 
commercial, institutional, social or public campaigns.
The students are likely to be involved in the creation of 
forms and contents for intern and extern communication
as part of the strategy set by the Organization 
management.



		

EXAMPLES OF 
PROJECTS

• Taking part in the organisation of an event 	
   and its communication in proposing and 	
   implementing means of communication, 	
   managing a guest list…
• Looking for catchphrases and writing 
   texts,articles and press releases…
• Preparing a computerized model using DTP 	
   (Desktop Publishing) softwares : posters, 	
   flyers, brochures, leaflets, logos… Ensuring     	
   the printing follow-up.
• Developing digital communication : social 	
   networks and Web ( posts, photos, videos)

Conduct communication 
campaigns targeting :
consumers, citizens, profes-
sionals, journalists, em-
ployees…

EXAMPLES OF 
OPERATIONS

• Planning and follow-up of prospecting 	
   operations thanks to development of tools 	
   such as prospection planning, sales pitch, 	
   sales dashboard.
• Creating newsletters, emailngs, 		
   catalogues, business cards, brochures.
• Taking part in the search for partners, 	
   devising a partnership file, managing 	
   the relationships between all the different 	
   protagonists.
• Preparing the negociation, carrying out 	
   a sales talk, completing the commercial 	
   proposal
• Elaborating essential business documents 	
   for any purchasing of services : multi 
   grid criteria, technical specifications, 	
   purchasing arguments.

Conduct commercial 
operations : communication 
solutions sale and 
purchasing of services.
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The management assistant carries out his mission 
alongside the manager of a small or medium firm 
or a senior executive. He is his direct collaborator. 
His mission is characterized by a great versatility 
in the administrative sector. The polyvalence of the 
management assistant enables him :

Training site : SMEs (Small and medium-sized 
enterprises) with a workforce of 10 to 50 employees in
order to offer the student a global view of the working 
of a firm (if not 250 employees at the utmost).
 
The trainee must show his ability in carrying out a great 
variety of tasks in the commercial, administrative
and financial fields. Templates of professional 
assignments to be achieved during the internship.
 
IT requirements : use of integrated management 
software (ERP - Enterprise Resource Planning) and a 
spreadsheet in the activities performed.

Internship for a BTS SME 
Management

To participate to the operational management 
of the firm in its administrative, accounting, 
commercial, human dimensions.

1

2 To contribute to the improvement of its 
efficiency by optimizing its organisation.

3
To ensure its sustainability by anticipating 
its needs, supporting its development and 
participating to the control of its business.



		

FIELD 
COMMERCIAL

• Welcoming customers, giving information, 	
   advising, selling.
• Market research, needs, competition.
• Promoting business development and 	
   customer loyalty.
• Commercial communication (commercial 	
   letters, flyers, presentation brochure …)
• Handling after-sales service, dealing with 	
   claims ;
• Searching for providers and benchmarking 	
   them.
• Satisfaction survey.
• Follow up tables and statistics.
• Digital communication, online reputation 	
   (Blog, social networks).

ADMINISTRATIVE 
FIELD

• Switchboard work.
• Writing out mails, letters , mailshots.
• Follow up tasks, sketching out or 		
   implementing admin processes : Handling 	
   selling or purchasing process (dealing with 	
   estimates , orders, invoices).
• Logistics : management of supplies, 	
   stock, deliveries, national and international 	
   transport.
• Handling storage and the sharing of 	
   information.
• Managing suppliers «and clients» 		
   databases.
• Planning meetings, events , business trips.
• Achieving slide shows.
• Achieving scoreboards.

ACCOUNTING 
FIELD

• Checking customers’ solvency.
• Follow up of payments and sending 		
   reminders in case of arrears.
• Tracing purchases recordings sales and    	
   payments.
• Follow up of treasury accounts, customers’ 	
   and suppliers’ accounts, incoming and 	
   outgoing payments.
• VAT declaration.
• Interface between SMEs and banks , 	
   chartered accounting offices, the State



Finance and 
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BTS Accounting and 
Management
The HNC in Accounting and Management is a graduate 
degree that gives in-depth skills in accounting technique
and business management.

The holder of this diploma works in accounting, 
commercial, industrial firms, in banks, insurance 
companies, administrations, management centres or 
various organisations...

He must have a good grasp of current IT tools and must 
update his knowlege in legal, economic, social,
financial and tax fields, using monitoring tools.

Diploma in Accounting and 
Management
The DCG stands at the crossroads between accounting 
and financial training and leads to accounting expertise
opening onto audit finance and management control 
-related jobs. This degree, approved by professionals,
will enable you to follow a course open onto the world 
economic legal and social scapes. 

Sup’Javouhey has struck a partnership with the local 
chartered accountants who support the financial 
students by giving them intraining professional talks 
whilst offering them the possibility to do internships at 
their offices.



			 

FOR THE SCHOOL

• To get both a succinct presentation and a 	
   description of the tasks the student would 	
   have accomplished during the 6 weeks 	
   internship.
• To ensure, through a visit within the 	
   company and during which the teacher will 	
   compulsorily meet : the tutor, the student, 	
   the student adapts properly.

Internship requirements for 
a BTS Accounting and Mana-
gement and for a DCG

FOR THE 
COMPANY

• To welcome the student within the 	      	
   company, make them feel part of the 	
   working team and be a strong asset in their 	
   tasks.
• To make sure the student is fully 		
   integrated, makes their best and gets 	
   involved in the different given tasks.
• To make sure that they are properly 	
   trained.
• To adapt the students’ activities to their 	
   level and the expected objectives of the 	
   internship
• To facilitate an access to professional 	
   information.
• To get them in touch with the « job », its 	
   requirements, its purpose in a practical 	
   manner.

FOR THE 
STUDENT

• To discover the company, its economic, 	
   legal, managing and technological 		
   environment, and understand how the firm 	
   functions.
• To discover the different available 		
   positions in accounting and management 	
   within a company.
• To perform management and accounting 	
   activities using specialized softwares 	
   thanks to the tutor’s help.
• To keep updated, observe, question in 	
   order to gather all the necessary 
   elements to achieve the tasks they would 	
   be given and prepare the record of their 	
   work placement.


