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To whom it may concern 

 

Dear Sir or Madam 

Internship Commercial Assistants with special abilities in Business 
Management/Information Processing 
 
Mulvany Berufskolleg is a vocational college of economics and administration in the city of 
Herne which is situated in the Ruhr-Area. 
Our students take part in the three year course commercial assistants with special abilities in 
business management/information processing which qualifies for both the “Fachabitur” 
(equivalent to British A-levels) and an occupation in commercial trade. 
A six-week internship at the end of the second year is an integral compulsory part of this 
course.  
 
During the intership the students should gain some experience in the fields of business and 
administration which means information processing, dealing with commercial 
correspondence, taking care of customers, translating business texts etc. The main aim of 
the internship thus is an insight in economic and administrative tasks within a company or 
authority so that the students can develop and evaluate their interests and preferences for 
their career after school and do some networking at the same time. 
The following sectors are especially interesting for our students: retail, wholesale, industrial 
companies, logistics.  
 
This year the internship takes place from Monday 08th May 2023 to Friday 16th June 2023. 
The students are supposed to work regular working hours, i.e. approx. eight hours per day, 
five days a week.  
 
For the duration of the internship the students have a public liability as well as an accident 
insurance guaranteed by their German school authorities for their journeys between 
accommodation and work. They themselves are responsible for being insured for their work 
and leisure times to cover risks like accidents or illnesses.  
 
In an information session the students will be given the necessary information and required 
documents. These include:  

• a contract to be signed by the students/parents and the company/authority prior to 
the internship  

• a certificate form to be signed upon completion of the practical 
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• an evaluation form, which can be used for the documentation of the students’ 
attendance as well as their commitment during the internship, to be filled out upon 
completion of the practical.  

 
If you have any questions, please to not hesitate to contact the responsible teacher: Ms Svea 
Burgers (Mail: svea.burgers@mulvany-berufskolleg.de , phone: 0049 / 2323 / 16 26 31). 
 
 
Thank you very much in advance for your cooperation!  
 
Yours sincerely 
 
 
 
 
Thomas Brechtken, OStD  Anna Große-Hovest   Svea Burgers 
(Principal)     (head of com. assistants)  (int. internships) 
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