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	Position Description

	Job Title: 
	Design Intern
	Date: 
	Summer 2026

	Reports to: 
	Design Intern Coordinator
	Department:
	Design

	Location: 
	Greenville, SC	
	



	Position Summary

	The Design Intern is an opportunity to be involved in a variety of real-world experiences as an Interior Design in a furniture, flooring, architectural product and AV dealer, known as an Interior Integrator. This position will shadow local Designers and have experiences with Sales, Project Management, Administrator, Warehouse, the Flooring Team, Sales Representatives and the Management Team. Interns will attend client meetings and presentations, learn the basics of the computer program CET Designer, draw field measurements, organize the design library and assist with any other assignment given to them.



	Position Responsibilities- Essential
This list of tasks is illustrative ONLY and is not a comprehensive listing of all functions and tasks performed by positions in this class. It does not imply that all positions within the class perform all the duties listed, nor does it necessarily list all possible duties that may be assigned.

	· Shadows Young Office Designers in all aspects of projects, including, but not limited to: Client Meetings, Design Presentations, Design work in CET, Creating Client Drawings, Creating Labor Drawing, Getting Manufacturer Quotes, Spec Checking, Quoting and Installation Drawings.
· Meets with Market Manager, Project Management, Administration, Flooring Team and Management Team to understand their teams and how they integrate with the Design Team
· Meets with Sales Representatives to learn about their products
· Attends Client Meetings with a Designer, both in person and virtual
· Learn the basics of CET Designer
· Practices in CET Designer with practice projects used in Young Office’s onboarding process
· Draws field measurements from projects meetings, as applicable
· Organizes the library as new materials come in, reviews samples to see what is missing, advises Designers what needs to be ordered
· Will receive an email address to communicate with Sales Reps and Young Office Employees, can order samples for projects as directed by a Designer
· Attend a minimum of one project installation with a Project Manager
· Spends a minimum of one day in the Warehouse shadowing the Warehouse Manager
· Shadows sales on Client meetings
· Attends internal company meetings, as applicable



	Position Responsibilities- Non-Essential/Other

	· Performs other related duties as assigned
· Assists other departments as needed



	Essential Skills and Experience

	· High School diploma or equivalent.
· Pursuit of Bachelor’s Degree in Interior Design
· Excellent verbal and written communication skills.
· Must possess excellent ability to prioritize and remain organized.
· Exceptional interpersonal skills.
· Positive and upbeat attitude.  
· Team player.
· Strong coaching ability or desire to learn.
· Ability to work independently and handle multiple tasks.
· Proficiency with MS Office and other software programs (Word, Excel, PowerPoint)


	
Environmental Hazards:
The job risks exposure to no known environmental hazards.

Sensory Requirements:
The job requires normal visual acuity, depth perception, and field of vision, hearing, speaking, and color perception.

The Company has reviewed this job description to ensure that essential functions and basic duties have been included. It is intended to provide guidelines for job expectations and the employee's ability to perform the position described. It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills, and abilities. Additional functions and requirements may be assigned by supervisors as deemed appropriate. This document does not represent an expressed or implied contract of employment, nor does it alter your at- will employment, and the Company reserves the right to change this job description and/or assign tasks for the employee to perform, as the Company may deem appropriate.

Additionally, employees are expected to abide by all internal control & compliance practices to:
Safeguard assets from theft and misuse.
Ensure segregation of duties to minimize fraud.
Comply with business ethics, applicable laws, and regulations.
Maintain confidentiality of proprietary information.
Periodically reconcile physical assets to accounting records.
Safely perform all job duties.
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Print Employee Name	                          Employee Signature                                                 Date Signed



_____________________________________________________________________________
Print Manager/Supervisor Name	              Manager/Supervisor Signature	                          Date Signed
 (
Young
 
Office
 
Environments
)September 2025
Workplace Advisor

image1.png
' YoungOffice’




