
MILESTONE INSTITUTE

‘We have the vision of Hungary transformed into a country known for
contributing pioneering solutions to the principal challenges of the 21st

century.’

Context

Our mission is to act as a catalyst of societal progress through a twofold approach; a center for
exemplary research, social action and entrepreneurial initiatives and an internationally recognised
programme of education designed to nurture a community of future leaders within Hungary.

The Milestone Institute’ flagship 4-year education programme educates over 380 gifted and talented
high school students, employs a faculty of over 100 people and has an alumni community of over
1.000, many of whom continue their studies at one of the world leading universities. The Institute is
dedicated to nurturing a community of changemakers ready and able to face the challenges of the 21st
century and aims to inspire and nurture in its students a quest for academic excellence, a pursuit of
scholarly curiosity and a passion for leadership. The Milestone Institute’s Solutions Lab creates
solutions for its wide ranging clients notably in the fields of strategic consulting, organisational
development and problems connected to the recruitment and work habits of generation Y. Solutions
Lab has served over 50 clients in over 70 projects since its inception in 2017.

The ambition of the Milestone Institute for the next 5 years is to lay the foundations for a campus that
will realise the pioneering vision of the Knowledge Port, a space that puts theories into practice and
assembles knowledge through a global network, disseminating and actively producing it via
interdisciplinary initiatives in key areas of socio-political, economic, cultural, scientific and
technological development.

To support its long term strategic goals, the Institute wishes to bring in project management expertise
and resources to support its strategic long term goals.

Intern at Service Centre and Knowledge Port
The Milestone Institute’s Intern at Service Centre and Knowledge Port will be responsible for the
management of different internal and external projects, and for providing support in wide-ranging
activities of the CEO and the Head of Service Centre.

The Intern will be working within the Service Center, the division of the Institute created to support
Milestone’s widespread activities. The position consists of diverse tasks from day-to-day operations
tasks and ad hoc reporting to complete grant opportunity management, therefore the ideal candidate
possesses multitasking and interpersonal skills and is able to work on routine tasks and think
strategically at the same time. A general interest and aptitude towards IT and finances are important



characteristics of the ideal candidate. As all activities within the Institute are carried out in English
and communication with external stakeholders is carried out in Hungarian, a full and professional
level of proficiency in writing and speaking in English and Hungarian is essential.

Key Responsibilities of the Post:

To manage, monitor and review:
● Under the overall direction of the CEO and the Head of Service Centre, the coordination of

different in-house projects and administrative processes of the Milestone Institute.

To support:
● The CEO in grant and other external funding project management.
● The Head of Service Centre in Human Resources, Budgeting and Reporting, and in

creating process documentations.

To promote and maintain:
● Together with the team of the Service Centre a general process- and budget-consciousness

across the different departments and activities of the Institute.

Application Process:

Detailed job description can be found HERE.

Candidates are invited to come and visit the Institute on Tuesday, 17th of August from 17:30 for a
tour and an informal briefing to find out more about the post if they wish.

Application is by Motivation Letter and Curriculum Vitae via the application link here.

● Deadline: The closing date for receiving applications is Thursday, 9th September at
23:59 CEST.

● Interviews: Interviews will be held from the middle of August.

In order to gather more information about life at Milestone, please read our website.
Please note that there will be an additional task on the interview day, assessing your Microsoft
Office and data handling skills.

Timeline of Application Process:

● Tuesday, 17th August at 17:30: Opportunity for interested applicants to come into
Milestone for an introductory presentation and informal discussion.

● Thursday, 9th September at 23:59 CEST: Deadline for applications to be received.
● From the middle of August: Interview period.
● TBC: Planned start date of successful candidate

https://milestone-institute.org/wp-content/uploads/2021/07/Job-Description-Intern-at-Knowledge-Port-and-Service-Centre.pdf
https://milestone-institute.org/milestone-institute-intern-at-service-centre-and-knowledge-port-application-form/
http://milestone-institute.org/


Conditions of Service:

● This is a full-time post of 40 hours per week.
● Salary will be commensurate with age and experience.
● The post holder should have the right to work in Hungary and has to meet the requirements

of the Institute’s Child Protection Policy (see below).

Child Safe Recruitment:

The Institute is committed to child safe recruitment, selection and screening practices and has child
safe recruitment policy in place. Thus we require all applicants to undergo an extensive screening
process prior to appointment and provide us with the necessary documents upon contracting (police
check, reference person, written declaration). Please note, the Institute may refuse to employ, or
terminate the employment of, any person who it reasonably believes may pose a risk to children.

The successful applicant will be required to submit the following documents upon contracting:
● Self-declaration related to disciplinary offences relating to children;
● Local police check;
● Reference check;
● Child Protection Training - to be held by the Institute.


