
MILESTONE INSTITUTE

‘Education and Leadership through Excellence, Integrity and Humility’

Context

The Milestone Institute is a centre of advanced education for gifted and talented secondary school
students. With over 325 students, 104 faculty members and 568 alumni at many of the world’s leading
universities, the Institute is dedicated to nurturing a community of changemakers who are ready and
able to face the challenges of the C21. With over 125 teaching modules on offer and a comprehensive
and personalised mentoring scheme, the Institute aims to inspire and nurture in its students a quest for
academic excellence, a pursuit of scholarly curiosity and a passion for leadership. In these ways,
students are encouraged to recognise themselves as agents of change and to be ambitious for their
futures.

In seeking to realise the widely varying talents and ambitions of its community of students, the
Institute aims to recruit talented staff members who share the goal of striving for excellence in
education, experimentation in teaching methods and inspiration in a student-led social network which
combine to offer a unique educational experience for students and an academically and socially
challenging and satisfying environment for its staff.

Trainee at Operations Team and Knowledge Port

It is in this spirit that the Milestone Institute seeks to appoint a highly committed and talented
professional as trainee at Operations Team and Knowledge Port who under the overall direction of the
CEO, Office Manager and Head of Community supports the coordination of different in-house
projects and administrative processes of the Milestone Institute. The position requires a high degree of
organisational skills, attention to detail and basic IT skills. 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.

The traineeship program in the Milestone Institute was developed with the aim of providing insight to
a wide variety of fields for entry or associate level professionals. The potential trainee will be
employed with a regular employment contract (40 hours per week), and will be involved in many
different projects and various fields of the Institute during the 12-18 months of his or her traineeship.
The trainee period could lead to a new position given availability in the trainee’s field of interest
within one of the Institute’s business units.

Key Responsibilities of the Position:
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General Requirements

● To manage, monitor and review, under the overall direction of the CEO, Office Manager
and Director of Knowledge Port the coordination of different in-house projects and
administrative processes of the Milestone Institute.

● To support the CEO and the Director of Knowledge Port in the administration of
development projects of the Institute.

Project management
● To support the Director of Knowledge Port and the CEO in different project management

related activities.
● The Director of Knowledge Port in events management, from kick off to completion

Communications
● To support the Director of Knowledge Port / Head of Communications in different levels of

communication tasks.

Human Resources
● To manage, monitor and review the process of recruitment of a given Core Staff member

from writing job descriptions and job advertisements, through targeting applicants, to
organising interviews.

Process documentation / CRM
● To support the Office Manager in creating process documentations and training materials to

ensure the sustainable operations of the Institute.

Grant management
● To support the CEO and the Director of Service Centre in identifying new grant and

funding channels.

Milestone Online Institute
● To support the Milestone Online Institute Business Development Manager in organising the

logistics of the Online Institute including finding and communicating with vendors and
third-party providers.

Required Skills
● Basic IT skills
● Communication
● Proficiency in English and Hungarian
● Strong organisational skills
● Detail oriented

Application Process:

Application is by covering letter and CV via the application link here.

● Deadline: receiving applications on a rolling basis
● Interviews: will be held according to availability
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https://milestone-institute.org/application-form-trainee-at-operations-team-and-knowledge-port/


All candidates will be notified.

In order to gather more information about life at Milestone, please read our website.

Conditions of Service:

● This is a full time position (40 hours/week).
● A full and professional level of proficiency in writing and speaking in English and

Hungarian.
● The post holder should have the right to work in Hungary and might be subject to a local

police check.
● The detailed job description can be found on the following link.

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 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.
● Child Protection Training - to be held by the Institute.
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http://milestone-institute.org/
https://milestone-institute.org/wp-content/uploads/2022/04/Job-Description-Intern-at-Knowledge-Port-and-Service-Centre-2.pdf

