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INTRODUCTION TO PARAGON EUROPE

WORK PLACEMENTS

Founded in 2004, Paragon Europe has several years of experience providing quality internship experiences to 
European and international high school, vocational schools and university students, recent graduates, young 
professionals, post-graduates and voluntary workers to become an Intern or Trainee with an International 
company in Brussels. These structured and guided work-based learning programmes offer cultural immersion 
in Brussels together with professional development and hands-on experience in the interns’ or trainees’ specific 
academic or occupational field. 

Paragon Europe has developed an extensive database of companies and businesses offering internship 
opportunities to foreign students in all sectors in Brussels since 2015. Each intern’s placement offer is tailored 
to their sector and our qualified staff will ensure that all details are taken care of so students can come to 
Brussels with total peace of mind. 

30
professions

14
sectors

300
organisations

An internship experience through Paragon Europe means: 

• A tailored work placement in a high-level organisation relevant to your 
studies and your desired learning outcomes 

• Monitoring and mentoring during the work placement 
• Ongoing evaluation of the progress of the internship 
• English and French language practice 
• Practical and logistical support and assistance, including 

accommodation 
• Assistance in processing Europass Mobility certification 

or training agreement 
• Issuance of an end of internship Paragon Europe 

certificate 
• Opportunity to find paid full-time 

employment upon completion of the 
internship 
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DESCRIPTION 
Brussels is the capital of Art Nouveau and magnificent structures throughout the capital city are recognised as “world heritage” by 
UNESCO. The brilliant creative works of Victor Horta, Paul Hankar, as well as those of other architects, bring pleasure to thousands 
of visitors who enter the private world of these opulent houses every year.

The Austrian architect Josef Hoffman, the painter Gustav Klimt and the French architect Hector Guimard all joined the Belgian 
architects to get their inspiration or produce themselves for the first time in a more liberal city.

Architectural Draftperson

Enviromental Engineer

Architect

Civil Engineer

VACANCIES WITHIN THE SECTOR

Architectural Draft-Person Civil Engineer

Architectural Draftspersons may perform the following 
tasks:
• Prepare architectural drawings for development and 

construction applications, showing internal and external 
layouts of new and proposed buildings 

• Analyse architects’ and building designers’ concepts, 
and prepare preliminary sketches and detailed drawings 

• Produce designs, detailed drawings and documentation 
using manual or computer-aided technology 

• Prepare drawings showing site layouts, propose site 
layouts, site analysis, floor plans, elevations, sections, 
three-dimensional images, materials and finishes, 
as well as other aspects such as joinery detailing, 
construction details, lighting layouts, plumbing, 
drainage, car parking and landscaping 

• Select quality of materials needed, taking into 
consideration the material and labour costs, as well as 
construction completion dates 

• Prepare building specifications for building 
documentation to suit individual clients and tendering 
purposes 

• Represent or assist architects or building designers on 
building sites to ensure plans and specifications are 
followed 

• Liaise with relevant public sector organisations and 
specialist consultants (such as engineers, town planners 
and building surveyors) 

• Examine relevant Acts, regulations, codes, standards 
and by-laws in the course of undertaking project 
documentation

Civil Engineers may perform the following tasks:
• Investigate sites to determine the most suitable 

foundation for a proposed construction 
• Research and advise on the best engineering solution to 

meet a client’s needs and budget 
• Prepare engineering calculations required for the design 

of projects, and supervise the drafting of plans 
• Produce detailed designs and documentation for the 

construction and implementation of civil engineering 
projects 

• Organise the delivery of materials, plant machinery 
and equipment needed for the construction project and 
supervise labour 

• Develop detailed programmes for the coordination of 
site activities 

• Work with other engineers, architects, landscape 
architects and environmental scientists 

• Assist government bodies in preparing yearly works 
programmes (such as work on car parks, drainage, roads, 
aerodromes or sewerage systems) within set budgets 

• Operate computers to assist with the design of civil 
engineering projects 

• Coordinate and direct research, development and testing 
of materials, processes or systems related to civil 
engineering works 

• Research, advise on and plan the control and 
minimisation of air, water and solid waste pollution, and 
the management of water resources 

• Supervise the testing and commissioning of completed 
works 

• Analyse and interpret reports on loading, labour, 
productivity, quality, materials and performance 

• Analyse risks associated with natural disasters (including 
cyclones, earthquakes, res and floods), and design 
structures and services to meet appropriate standards 

• Arrange for geological and geophysical investigations 
and carry out feasibility studies

Architectural Draftspersons complete architects’ and other 
designers’ concepts by preparing documents (drawings or plans) 
and liaising with builders and contractors.

Civil Engineers plan, design, construct, operate and maintain 
roads, bridges, dams, water supply schemes, sewerage systems, 
transportation systems, harbours, canals, dockyards, airports, 
railways, factories and large buildings. 

Contact us for more details and vacancies 
in line with your area of study and desired 
learning outcomes.

ARCHITECTURE 
SECTOR

Enviromental Engineer

Environmental engineers study the effect of technological 
advances on the environment. To do so, they conduct studies 
on hazardous-waste management to evaluate the significance of 
such hazards, advise on treatment and containment, and develop 
regulations to prevent mishaps.

Environmental engineers may perform the following 
tasks:
• Prepare, review, and update environmental investigation 

reports
• Design projects leading to environmental protection, 

such as water reclamation facilities, air pollution control 
systems, and operations that convert waste to energy

• Obtain, update, and maintain plans, permits, and 
standard operating procedures

• Provide technical support for environmental remediation 
projects and legal actions

• Analyse scientific data and do quality-control checks
• Monitor progress of environmental improvement 

programs
• Inspect industrial and municipal facilities and programs 

to ensure compliance with environmental regulations
• Advise corporations



Page 7Page 6

Architect

Architects may perform the following tasks:
• Meet with clients or builders to discuss their 

requirements and prepare a design brief 
• Prepare sketches, production drawings and detailed 

drawings by hand or using computer-aided design 
(CAD) software 

• Combine structural, mechanical and artistic elements 
into a building’s design, such as decks and atriums, lifts, 
air conditioning systems and decorative finishes 

• Discuss designs and cost estimates with clients and 
others involved in the project, including engineers, 
quantity surveyors, landscape architects, and urban and 
regional planners 

• Obtain necessary approvals from authorities 
• Prepare specifications and contract documents for 

builders, tradespeople and legal advisers, specifying 
building materials, construction equipment and, in some 
cases, the interior furnishings 

• Observe, inspect and monitor building work to 
ensure it is progressing according to the contract and 
specifications 

• Evaluate projects once they are completed and occupied 

Architects use creativity and a practical understanding 
of structures and materials to develop concepts, plans, 
specifications and detailed drawings for buildings and other 
structures. They negotiate with contractors and planning 
authorities, administer building contracts and inspect work that 
has been carried out.

DESCRIPTION
Advocacy is an activity by an individual or group which aims to influence decisions within political, economic, and social systems 
and institutions. Advocacy can include many activities that a person or organisation undertakes including media campaigns, public 
speaking, commissioning and publishing research or conducting exit poll.

Lobbying (often by lobby groups) is a form of advocacy where a direct approach is made to legislators on an issue which plays a 
significant role in modern politics. The presence of the main European Institutions makes Brussels a leading decision-making centre 
and a dynamic economic hub. With 13.000 lobbyists, Brussels is second only to Washington in terms of its concentration of interest 
groups and NGOs.

Lobbyists may be among legislator’s constituencies, meaning a 
voter or bloc of voters within his or her electoral district, or not; 
they may engage in lobbying as a business, or not. Professional 
lobbyists are people whose business is trying to influence 
legislation, regulation, or other government decisions, actions, 
or policies on behalf of a group or individual who hires them. 
Individuals and nonprofit organisations can also lobby as an act 
of volunteering or as a small part of their normal job.

Lobbyist Assistant Lobbyist assistants may perform the following tasks:

• Contact and confer with members of legislature and 
other holders of public office to persuade them to 
support legislation favorable to client’s interests

• Confer with legislators and officials to emphasize 
supposed weaknesses or merits of specific bills to 
influence passage, defeat amendment of measure, or 
introduction of legislation more favorable to client’s 
interests

• Contact individuals and groups having similar interests 
in order to encourage them also to contact legislators 
and present views

• Prepare news releases and informational pamphlets 
and conduct news conferences in order to state client’s 
views and to inform public of features of proposed 
legislation considered desirable or undesirable

• Plan and coordinate meetings between members 
and elected officials to discuss legislative issues and 
proposals and allow officials to respond to membership 
concerns

• May contact regulatory agencies and testify at public 
hearings to enlist support for client’s interests

• May be legally required to register with governmental 
authorities as lobbyist and to submit reports of regulated 
expenditures incurred during lobbying activities

• May attend and represent local organisation at state and 
national association meetings

• May instruct individuals or organisation members in 
lobbying techniques

ADVOCACY 
SECTOR

Contact us for more details and vacancies 
in line with your area of study and desired 
learning outcomes.

Student Testimonials:

“I am very grateful that I could be there...”

I improved my English language skills and 
knowledge about making databases. I like 
working at Paragon. It was a good experience 
for me and I am very grateful that I could be 
there. Thank you so much. 

KATARINA TASARYOVA
Slovakia 

“I improved my English...”

I’m very glad that Paragon Europe has given 
me the opportunity to practice all the things 
exactly as I wanted. I found new friends and 
we still keep in touch now. I improved my 
English language skills and will gladly go 
back again. I will miss you all.

IRMINA
Lithuania

“I will be a better person and worker in future...”

Thanks to you, I had a great experience in my 
field of optics, optometry and ophthalmology. 
I spent a beautiful time in a very nice country. 
I will definitely come back. I will never 
forget those three months. Because of this 
cooperation with Paragon, my university and 
Cathedral Optical, I will be a better person and 
worker in the future. Thank you! 

KRISTIJAN PILI
Croatia

“ I felt great here...”

My experience with Paragon Europe was great. It was the perfect combination with travel, visiting 
such a beautiful country and work. I’ve learn new things in a workplace. I had the best three months of 
my life. I visit a lot and Paragon gave me this opportunity. I hope that I will come back here one day 
because I felt great here. Too bad that was so short.

SUCIOMA ALEXANDRA
Romania
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An IT Web Developer is a programmer who specialises in, or 
is specifically engaged in, the development of World Wide Web 
applications, or distributed network applications that are run 
over HTTP from a web server to a web browser.

IT Web Developer

IT Web Developers may perform the following tasks:
• Write well designed, testable, efficient code by using 

best software development practices
• Create website layout/user interface
• Integrate data from various back-end services and 

databases
• Gather and refine specifications and requirements based 

on technical needs
• Create and maintain software documentation
• Cooperate with web designers to match visual design 

intent
• Write and edit content
• Design webpage layout
• Determine technical requirements
• Update websites
• Create back up files
• Solve code problems
• Prepare, review, and update environmental investigation 

reports
• Obtain, update, and maintain plans, permits, and 

standard operating procedures
• Provide technical support for environmental 

remediation projects and for legal actions
• Analyse scientific data and do quality-control checks
• Monitor the progress of environmental improvement 

programmes

COMPUTING 
AND IT 
SECTOR

Human Resources Assistant Human Resources Assistants may perform the following 
tasks:
• Analyse the skills and qualities required for each 

particular job and develop job descriptions and duty 
statements 

• Advertise staff vacancies, assess applications, interview 
applicants, administer selection tests, prepare reports 
and make recommendations to management about staff 
appointments 

• Maintain the personal records of employees on matters 
such as wages, superannuation, leave and training, and 
prepare associated management reports 

• Arrange and conduct staff training 

• Use a number of management information systems to 
record, maintain, plan and manage the organization’s 
human resources 

• Provide advice and information to management and 
employees on human resource policies and procedures, 
including equal opportunity, anti-discrimination and 
occupational health and safety programmes 

• Assist employees with work matters, career 
development, personal problems and industrial matters 

• Organise employee welfare services such as health and 
well-being programmes, first aid and emergency warden 
training, superannuation and social activities 

• Help to implement organizational changes (such as 
those following from industrial relations legislation, 
revised job classification structures or technological 
changes)

Human resources assistants provide administration services for 
the recruitment and employment of staff.

Contact us for more details and vacancies 
in line with your area of study and desired 
learning outcomes.

Student Testimonial:

“opened to me the way to new opportunities...”

It has been surely an unique experience of its kind for me: working in the IT sector in a practical way 
for two months has opened to me the way to new opportunities and I will absolutely remember happily 
this period in Brussels.

ANDREA VENTURELLA
Italy

HUMAN 
RESOURCES 
SECTOR

DESCRIPTION
The computing and IT sector requires a high degree of 
theoretical knowledge for information and computer systems as 
well as the application of this knowledge. The Brussels Capital 
Region offers a large variety of positions in the IT sectors in 
fields of web technologies, graphic design and multimedia, IT 
security, computer networks, etc. 

DESCRIPTION
A large number of industry sectors in Brussels seek for Human Resources professionals. Companies that are continually recruiting 
experts in the field of human resources are often companies that offer banking and financial services, recruitment companies, hotels, 
travel agencies or companies specializing in technology, pharmaceuticals, media and entertainment, etc.  
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DESCRIPTION
Brussels is not only the capital of Belgium, but also of Europe. 
Due to its European central position, Brussels supports business 
through incentives, auxiliary measures and premiums. Brussels 
has certainly become a key decision-making centre and a hotbed 
of financial and accounting activities. It is no coincidence that 
so many multinational accounting companies have already 
chosen to set up their respective European headquarters in this 
international city.

Accountant

Accountants may perform the following tasks:

• Manage all accounting operations based on accounting 
principles

• Prepare budget and financial forecasts
• Publish financial statements in time
• Conduct month-end and year-end close process
• Collect, analyse and summarise account information
• Compute taxes and prepare tax returns, balance sheet, 

profit/loss statement etc
• Develop periodic reports for management
• Audit financial transactions and document accounting 

control procedures
• Keep information confidential and secure them with 

random database backups
• Keep up with financial policies, regulation and 

legislation

Accountants analyse, report and give advice about the financial 
dealings of organisations and individuals, and advise on 
associated record-keeping and compliance requirements.

VACANCIES WITHIN THE SECTOR

Administration Assistant

Accountant

FINANCE AND 
ACCOUNTING 
SECTOR 

Administration Assistants perform a range of administrative 
tasks in an organisation.

Administration Assistant

Administration assistants may perform the following tasks:

• Answer and direct phone calls
• Organise and schedule appointments
• Plan meetings and take detailed minutes
• Write and distribute email, correspondence memos, 

letters, faxes and forms
• Assist in the preparation of regularly scheduled reports
• Develop and maintain a filing system
• Update and maintain office policies and procedures
• Order office supplies and research new deals and 

suppliers
• Maintain contact lists
• Book travel arrangements
• Submit and reconcile expense reports
• Provide general support to visitors

Contact us for more details and vacancies 
in line with your area of study and desired 
learning outcomes.

Student Testimonials:

“Pleasure to work together with my colleagues....”

During the internship I was working in an 
Accounting, Audit and Advisory company. It 
was a pleasure to work together with all my 
colleagues. The experience I have had and the 
knowledge I have learnt will definitely help me 
in my future. I have improved my English skills, 
personality and working skills in group and as an 
individual. Finally, I have more confidence and 
have gained more experience that can help me to 
find a job in the future. 

DOVILE
Lithuania

“The team has been wonderful...”

I am pleased of my work experience with 
Paragon Europe! I must say that the team 
has been wonderful with me. They have 
been friendly and welcoming. I have 
acquired new skills. I think that I have been 
effective enough in my job.

CHRISTELLE NICOLAS 
France

“I met different people from other countries…”

My main task was organising meetings for 
media professionals. I also wrote different 
articles and press releases, data collection 
and research on different topics. I met 
different people from other countries. I had 
chance to improve my English during these 
3 months of internship.

FRANCESCO
Italy

“It has been the best experience in my life...”

I learnt a lot and had the possibility to meet 
knowledgeable people and have fun while 
doing the work I was given. It has been the 
best experience in my life and I’d do it all 
over again if I could. 

NAE GEORGINA SABINA 
Romania



Page 13Page 12

VACANCIES
WITHIN THE SECTOR

Chefs

Waiter/ess

Kitchen Helper Attendant

Food & Beverage Assistant

Front Office Assistant

Hotel Housekeeper

Receptionist

Chefs may perform the following tasks:

• Plan menus and determine food and labour costs 
• Recruit and train staff 
• Plan staff rosters and supervise the activities of cooks 

and assistants 
• Discuss food preparation issues with managers, 

dietitians and other staff members 
• Order food, kitchen supplies and equipment 
• Demonstrate techniques to cook and advise on cooking 

procedures 
• Prepare and cook food
• Explain and enforce hygiene regulations 
• Freeze and preserve foods

Chefs plan and organise the preparation and cooking of food 
in a number of settings.  Chefs may be required to work shifts, 
including weekends and public holidays, sometimes on a 24-
hour rotating roster. 

ChefDESCRIPTION
Brussels has many choices for visitors who are looking for 
comfort at a good price and offers all of the best hotel brands 
at very good prices. So, for visitors who would like to enjoy a 
luxurious weekend away, Brussels offers a large choice of hotels 
for every occasion. There are also excellent selections of airport 
hotels, hostels, budget hotels and apartments available.

Since Brussels is a compact city, most of the Brussels hotels 
are within a good distance from the city centre and the tourist 
attractions. Public transport and taxis also make the city easily 
accessible from anywhere.

There is also plenty of high quality and delicious food in 
Brussels. Most people concentrate on the three classics: mussels, 
fries and chocolate.

HOTEL 
HOSPITALITY 
SECTOR

Waiter and Waitress

Waiters and Waitresses serve food and drinks to guests in hotels, 
restaurants, clubs and similar establishments.

Waiters/Waitresses may perform the following tasks:

• Take restaurant reservations 
• Set tables with clean linen or place mats, cutlery, 

crockery and glasses 
• Welcome and seat customers and hand menus to them 
• Talk to guests about the menu and drinks and 

recommend combinations 
• Promote local produce and attractions to visitors from 

interstate and overseas 
• Take customers’ orders and pass them to kitchen staff or 

bar attendants 
• Serve food and drinks 
• Carve meat 
• Prepare bills and present them to customers 
• Handle money or credit cards 
• Clear tables and return dishes and cutlery to the kitchen

Contact us for more details and vacancies 
in line with your area of study and desired 
learning outcomes.

Food & Beverage Assistant

A food-and-beverage assistant ensures that customers get quality 
food and excellent service from restaurants in hotels, resorts 
and conference facilities, while maintaining profitability for the 
business.

Food & Beverage Assistants may perform the following 
tasks:

• Support the Food and Beverage Service team by 
performing support duties, including food preparation

• Set up of food and beverage equipment and assisting 
with the preparation of service  

• Promote the desired work culture around the five core 
values of Trust, Integrity, Respect, One Team and 
Service.

• Assist with receiving and storage of goods
• Clean and maintain equipment and premises
• Maintain hygienic standards and procedures
• Assist with the preparation of functions and service
• Assist with cellar operations
• Assist with the preparation of an outlet for service
• Prepare waiter stations
• Prepare buffet service
• Prepare service equipment and materials
• Assist with table preparation
• Demonstrate service attributes in accordance with 

industry expectations and company standards 
• Appreciate the dynamic nature of the Hotel industry and 

extend these service attributes to all internal customers

Kitchen hands may perform the following tasks:

• Wash and clean utensils and dishes and make sure they 
are stored appropriately 

• Handle, sort, store and distribute food items 
• Wash, peel, chop, cut and cook food stuffs, and help 

prepare salads and desserts 
• Sort and dispose of rubbish and recycling 
• Organise laundering of kitchen linen 
• Clean food preparation equipment, floors and other 

kitchen tools or areas

Kitchen Attendant – Helper

Kitchen hands assist cooks and chefs in preparing and storing 
food, washing dishes and kitchen utensils, and cleaning work 
areas. Kitchen hands may be employed on a full-time, part-time, 
casual or seasonal basis and usually work in shifts. 
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ReceptionistFront Office Assistant

Receptionists act as the first point of contact in a hotel, greeting 
people and attending to enquiries made by phone or in person.

The Front Office Assistant will be responsible for customer 
satisfaction, showing initiative, capacity of problem solving. 
In addition he should provide a high standard of service for 
customers, welcome guests and foster customer loyalty through 
his/her friendly manner Receptionists may perform the following tasks:

• Receive reservations for accommodation from clients, 
either in person, online or by telephone or email 

• Take guests’ details and allocate their rooms 
• Talk to transport carriers (such as airlines, bus 

companies and rental car agencies) to make and confirm 
travel arrangements for guests 

• Inform guests of the hotel’s services and facilities, 
policies and procedures 

• Provide tourist information to guests 
• Make reservations for sightseeing tours, restaurants, the 

cinema and live entertainment 
• Deal with enquiries and requests from guests 
• Take messages for guests 
• Analyse guests’ bills and issue receipts upon payment 
• Arrange accommodation for guests travelling to other 

destinations 
• Perform cashier duties and exchange foreign currency 
• Place guests’ possessions in a safe if requested 
• Coordinate the cleaning of guests’ personal laundry, 

shoe shining and room service deliveries 
• Follow in-house procedures to help ensure the security 

of guests and employees 
• Perform general secretarial duties, such as preparing 

correspondence and attending to a switchboard 
• Make reservations, check guests into and out of the 

hotel, give information about facilities available and 
advise visitors about places of interest

Front Office Assistants may perform the following tasks:

• Manage the registration process
• Ask for identification and ensure that the provided 

credentials are accurate
• Handle guest check-ins and check-outs appropriately
• Help with luggage 
• Offer guests advice on local activities 
• Make coffee or snacks, and coordinating housekeeping 

and room service per client requests
• Maintain records 
• Make copies 
• Post signs 
• Answer the telephone

Hotel Housekeeper

Housekeepers and Room Attendants clean and maintain rooms 
in hotels, motels and other places of accommodation.

Housekeepers may perform the following tasks:

• Check that rooms have been vacated before cleaning 
• Make beds daily and change bed linen 
• Vacuum carpets, floors and upholstery 
• Clean bathrooms and supply with fresh towels and toiletries 

• Check and restock tea, coffee, sugar, milk and mini bar 
supplies 

• Make sure that televisions, radios, lights and air 
conditioning equipment are working 

• Report to a supervisor if articles are left behind by 
guests, if there is any damage in the rooms or if any 
items appear to have been stolen 

• Take laundry and dry cleaning orders from guests

Law Consultant

Junior Lawyer

DESCRIPTION
Brussels boasts the international legal environment, which can 
be also described as the community of the communities. The 
Belgium system is articulated in different levels confirm: Houses 
of Justice, Law courts, Higher courts, International bodies. 
Regarding those international entities, the geographical position 
and the political influence of Brussels has contributed to build 
the importance of the law sector at a European level. This area 
of service specialisation is fully compliant with EU laws and 
regulations.

Contact us for more details and vacancies 
in line with your area of study and desired 
learning outcomes.

VACANCIES WITHIN THE SECTOR

LAW
SECTOR

Junior Lawyer

Junior Lawyer provide corporate legal services to foreign 
clients, rafting and reviewing various agreements and legal 
documents, they make legal research, monitoring legal updates 
and translations, including liaising with government offices.

Junior Lawyers may perform the following tasks:

• Provide full legal advice to relevant clients on all and 
any type of immigration request related to Belgian or 
European legislation

• Act as a reference point for day-to-day questions and be 
a source of technical expertise for other members within 
the team

• Demonstrate the ability to research complex technical 
issues and formulate solutions;

• Keep up-to-date knowledge in respect of immigration 
and other aspects of internal employment and be 
familiar with all legislation and practices

• Identify the needs and facilitate technical training for 
the team

• Participate in appropriate marketing activities including 
assistance in the preparation of presentation materials 
and articles;

• Speak at appropriate seminars and be active involved in 
client development activities
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Student Testimonials:

DESCRIPTION
With EU Project Management we indicate the necessary activities and tools to the production, preparation and presentation of 
European projects, being understood as such the co-financing requests addressed to the European Commission (or other management 
authorities that manage and allocate European funds ), in response to a public notice issued in the framework of a European program, 
and aimed at achieving a specific program of activities prepared by the proponents. This program of activities, to be financed, must 
have a strong European interest, as part of one of the various common policies, and normally must be preceded by the formation of a 
transnational partnership comprising partners from different countries of the European Union.

EU PROJECT 
MANAGEMENT 
SECTOR

Law consultants  may perform the following tasks:

• Conduct in-depth analysis of a company’s structure, 
strategy and operations

• Ensure that corporations are operating within the law

• Recommend changes or institute compliance programs 
to ensure no laws are violated.

• Safeguard the organization from legal complications 
that could arise or has cropped-up because of a business 
activity

As consultants, their role is different than a traditional practicing 
lawyer, and they use their knowledge of business and business 
law to provide legal advice rather than practice law.

Law Consultant

Policy Assistant

Policy Assistants may perform the following tasks:
• Administrative support: general administrative support 

including setting up meetings, dealing with routine 
inquiries and correspondence and managing the team’s 
engagement plan

• Visits: inward visit planning and execution for official 
visitors

• Assistance with programme conception, overseeing 
logistics, transport and accommodation

• Research and policy support: Conducting research and 
reporting on a variety of foreign policy issues in support 
of team priorities

• Wider corporate support: organisation of events and 
workshops, budget and knowledge management

VACANCIES WITHIN THE SECTOR

Business Development Assistant

EU Project Assistant

Policy Assistant

“Thanks for the experience...”

I have learnt many things about the work and 
myself. I have learnt to handle a customer 
under a special situation, cleaning duties and 
arranging items on display. My speaking and 
understanding in English are getting much 
better. Thanks for the experience. 

CECILIE REIMER FREDERIKSEN
Denmark

“It was a unique experience...”

I’ve met some lovely people at the office I 
worked at, both employees and customers. If 
you are a hard worker, people will appreciate 
it. Sometimes things didn’t work as I expected 
it, but there’s nothing a good conversation 
cannot sort out. It was a unique experience 
that I will never forget. I would recommend 
everyone to do this. 

ALEKSANDER KRANJIEVIC
Netherlands

“I am impressed by the organization of 
Paragon Europe...”

I am impressed by the organisation of 
Paragon Europe. In welcoming me, my 
accommodation, directing me to the company, 
in which I held my internship. My mentor 
and colleagues welcomed me warming. The 
variety of activities, that I performed during 
the internship fully answered my specialty 
and my skills. 

ANDRIS ARBIDAM
Latvia

“I’ve learnt a lot of things”

I improved my English. I think that this 
experience was very important for my growth 
and for improving my English. At work I have 
stayed very well with my colleagues and with 
you I’ve learnt a lot of things in English. In the 
host family I stayed very well, I love them.

ELENA
Lithuania
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EU Project Assistant

Project Assistants may perform the following tasks:
• Familiarize with the company’s business and organization 
• Get to know the services provided on the international 

market and project development
• Develop computing skills
• Develop organisational and communicative skills in an 

international environment
• Improve trainee’s knowledge of the foreign language
• Support in administrative tasks
• Identify past project leaders and partners in project 

proposals submitted 
• Build databases which include information about the 

funding programmes, past project experiences and 
contact information 

• Identify persons to contact for open calls in the areas of 
interest as instructed 

• Contact potential partners via email/telephone 
• Work on ongoing projects assigned depending on the 

needs of the team 
• Event organisation 
• Draft of press releases and articles on topics of interest 

and ongoing activities 
• Assist in project reviewing and reporting 

A EU Project Assistant coordinates the administration of EU 
projects and ensure financial reports and claims are submitted to 
Funders/Lead coordinators.

Public Affairs Assistant

Public Affairs Assistants may perform the following tasks:
• Id entify relevant EU Funding opportunities – Grant 

bid preparation for EU projects under programmes 
in different sectors and implementation of approved 
projects;

• Design, write and produce press releases, articles, 
leaflets, newsletters and reports

• Organise meetings
• Attend events, such as party conferences and select 

committee hearings
• Analyse information sources produced by the European 

Commission, government departments, Hansard, non-
government organisations (NGOs) and think tanks

• Provide clients with information about developments in 
their field

• Respond to information requests
• Offer strategic advice to clients
• Communicate with relevant official bodies
• Liaise with civil servants, politicians, regulatory body 

and local authority staff

Public affairs assistants provide clients with political and 
public policy advice that has been gained via personal contacts, 
political intelligence and from a wide range of media sources.

DESCRIPTION
After being appointed the seat of the European Union, Brussels 
has become hub of European Union activity. The following 
institutions are now operating from Brussels: the European 
Commission, the European Parliament and NATO (the North 
Atlantic Treaty Organisation). In recent times the European 
Council has started to hold all quarterly summits in Brussels.

Contact us for more details and vacancies 
in line with your area of study and desired 
learning outcomes.

EUROPEAN 
AFFAIRS 
SECTOR

“helped me to become a better worker...”

Working at Paragon Europe helped me to become a better worker and a better woman. I had the 
opportunity to meet interns from all over the world, like France, Spain and Georgia. My relation 
with the colleagues in the Brussels’ Office was amazing. Even if sometimes it was hard to handle the 
pressure, I learned a lot about the world in Brussels and how to manage a difficult situation.

CAMILLA NEGRETTI
Italy

Student Testimonial:

Business Development Assistant

Business Development Assistants may perform the 
following tasks:
• Acquire, manage and/or supervise projects, together 

with other offices
• Carry out strategic marketing and business intelligence 

activities, i.e. identifying project opportunities at an 
early stage

• Network with (potential) clients, national and 
international funding agencies, partners and experts. 
Focus will be on developing, pre-accession and 
neighbourhood countries

• Manage the bid preparation process
• Write proposals (organization and methodology)
• Project management of large projects including 

financial management

A business development assistant provides support to an 
organisation’s development team to ensure timely and consistent 
delivery of core company services to its clients and investors, 
towards ensuring that potential and existing clients and investors 
remain satisfied with the company’s brand.

Contact us for more details and vacancies 
in line with your area of study and desired 
learning outcomes.

Student Testimonial:

“Unforgettable experience ...”

The internship I have undertaken in the 
Brussels office has allowed me to get 
a professional experience in EU policy 
management and to get an insight into the 
complex EU funding mechanisms. Not only has 
this internship allowed me to attend events and 
high-level meetings in the Brussels arena and 
European institutions, but also to liaise with the 
board of directors. Assisting the directors with 
their agenda and identifying new collaboration 
opportunities for Paragon Europe foster 
communicative, drafting and time-management 
skills, as well as office administrative abilities.

LAURA DECOTTIGNIES
France



Page 21Page 20

DESCRIPTION
Brussels offers many opportunities in the media and communication field. The higher number of local and multinational companies, 
lobby groups, international institutions, diplomatic missions, think tanks, which have been setting up their headquarters in Brussels, 
have strongly increased the qualities of the media and communication sector.

MEDIA AND 
COMMUNICATION 
SECTOR

Communication Assistant

Communication Assistants may perform the following 
tasks:
• Be vocal publicly through blogs and social media, proactively 

build a network through attending relevant events
• Assist in the development of communication strategies 

and tactics, including social media
• Organise meetings & events, logistics and follow-up
• Provide political intelligence services in support of 

public affairs programmes
• Assist with production of new business proposals
• Possess strong analytical skills
• Be a good communicator at all levels
• Be creative and enthusiastic with energy and 

commitment
• Possess strong inter-personal skills indicating an 

aptitude for independence and leadership combined 
with ability for working in a team environment

• Possess the ability to prioritise and multi-task where 
required

Social Media Assistants may perform the following tasks:
• Help design, implement and review the company’s 

social media strategy
• Draft media products such as press releases, blogs and 

opinion texts
• Conduct media monitoring and analysis
• Keep company’s social media accounts up-to-date, help 

identify opportunities for social media engagement, 
further develop the social media strategy, and extend, 
reach and improve targeting of social media products;

• Support in keeping company’s website up to date
• Help organise advocacy and media events
• Assist in developing the media database

Communication assistants use their interpersonal, office and 
media relations skills to maintain smooth internal operations and 
promote a desired public image.

INFORMATION AND 
COMMUNICATION 
SECTOR

Public Relation Assistant

Information and Communication Assistant

Information and Communication Assistants may 
perform the following tasks:
• Write and lay out articles and carrying out interviews
• Liaise with authors and article contributors
• Edit and copy-write for any outward facing material
• Source pictures and write captions
• Source international news for regular target group-specific 

newsletters and press releases
• Participate in all aspects of external and internal 

communication

Public relations assistants may perform the following tasks:
• Plan publicity strategies and campaigns
• Write and produce presentations and press releases
• Deal with enquiries from the public, the press, and 

related organisations
• Organise promotional events such as press conferences, 

open days, exhibitions, tours and visits
• Speak publicly at interviews, press conferences and 

presentations
• Provide clients with information about new promotional 

opportunities and current PR campaigns progress
• Analyse media coverage
• Commission or undertake relevant market research
• Liaise with clients, managerial and journalistic staff 

about budgets, timescales and objectives
• Design, write and/or produce presentations, press 

releases, articles, leaflets, ‘in-house’ journals, reports, 
publicity brochures, information for web sites and 
promotional videos

Public relations assistants are responsible for handling all 
aspects of planned publicity campaigns and PR activities.

DESCRIPTION
Belgium’s information and communication technology (ICT) 
sector is flourishing. It currently contributes over 4% of 
Belgium’s gross domestic product, and between 1997 and 2007 
it accounted for a sixth of the country’s growth in GDP. The 
latest IT Industry Competitiveness Index 2009 ranked Belgium 
in eighteenth place worldwide. This underlines just how 
important the ICT sector is to the Belgian economy.

Contact us for more details and vacancies 
in line with your area of study and desired 
learning outcomes.

Social Media Assistants market an organisation’s product or 
service via various social media platforms including, but not 
limited to, Facebook, Twitter, LinkedIn, E-newsletters, website 
and web banner marketing, SEO and more. This may involve 
researching customer behaviour on social media to develop a 
marketing strategy. Other specialist areas include marketing 
communications, direct marketing and telemarketing. Entire 
departments serve these functions in larger organisations. 

A role in Marketing involves working with, and gaining the 
cooperation of people in specialist areas such as technical experts, 
production managers, accountants and advertising agents.

Social Media Assistant
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DESCRIPTION
The Multimedia sector includes key words, such as 
broadcasting, contract drafting, filming, filming finance, 
technology, production, etc. Regardless the relatively small 
film industry of Belgium, Brussels claims to have a remarkable 
network of specialists and multilingual service providers who 
are always willing to assist in the production stages of filming. 
Moreover, the city of Brussels offers a number of schools and 
theaters that teach the creative professions of the multimedia 
sector.

Journalist Assistant

Journalist Assistants assist the journalist in writing and editing 
news, reports and commercials. Editing of news reports, 
commentaries might also be his/her responsibility. 

Journalist Assistants may perform the following tasks:

• Assist performing interviews 

• Undertake research to provide background information 
for articles 

• Support creating and uploading content onto your 
magazine / newspapers website 

• Build contacts to maintain a row of news in the specific 
area 

• Partially liaise with editors, sub-editors, designers and 
photographers 

• Help with investigating the reports so that these can be 
presented on television news/radio news 

MULTIMEDIA 
SECTOR

Tour Guides may perform the following tasks:

• Conduct educational activities for school children

• Escort individuals or groups on cruises, sightseeing 
tours, or through places of interest such as industrial 
establishments, public buildings, and art galleries

• Describe tour points of interest to group members, and 
respond to questions

• Monitor visitors’ activities in order to ensure compliance 
with establishment or tour regulations and safety 
practices

• Greet and register visitors, and issue any required 
identification badges and/or safety devices

• Distribute brochures, show audiovisual presentations, 
and explain establishment processes and operations at 
tour sites

• Research environmental conditions and clients’ skill and 
ability levels in order to plan expeditions, instruction, 
and commentary that are appropriate

• Collect fees and tickets from group members

• Select travel routes and sites to be visited based on 
knowledge of specific areas

• Solicit tour patronage and sell souvenirs

• Speak foreign languages to communicate with visitors 
from abroad

• Assemble and check the required supplies and 
equipment prior to departure

• Perform clerical duties such as filing, typing, operating 
switchboards, and routing mail and messages

Tour Guides accompany visitors on local tours and guide tourists 
within a specific country area or site. They provide special 
information on history, archaeology, monuments and works of 
art, environment, culture, natural and built attractions, places of 
interest, and any general matters of interest to the visitor. 

Tour Guide

DESCRIPTION
The City of Brussels can be visited by foot, by bicycle and by bus. Guided tours and walks show the visitors around.

The Museums of the City have their own guided tours and walks, with the bus or the bike. The City also has online walking routes 
and walking brochures.

Tourism is another important component of the service sector. The city’s easy accessibility and central geographic location in western 
Europe have proved beneficial to its tourist trade. Many visitors of the Continent use Brussels as a convenient base or starting point 
for their travels.

TOURISM
SECTOR

Contact us for more details and vacancies 
in line with your area of study and desired 
learning outcomes.

Contact us for more details and vacancies 
in line with your area of study and desired 
learning outcomes.

Student Testimonial:

“I received new knowledge and working 
experiences ...”

I am very happy because I was on this 
internship. I saw new places and what is most 
important I received new knowledge and 
working experiences. I had a very good time 
here. When I finish my school, I will find a job 
here.

NIKOLA RADOJCIC
Slovenia
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Student Testimonial:

Translator

Translators may perform the following tasks:
• Translate and/or proof-read texts into their native 

language
• Perform quality assurance of the translated materials
• Perform translation memory maintenance
• Perform term base creation
• Localization testing 
• Read through original material and rewrite it in the 

target language, ensuring that the meaning of the source 
text is retained 

• Use appropriate software for presentation and delivery
• Research legal, technical and scientific phraseology to 

find the correct translation
• Liaise with clients to discuss any unclear points
• Proofread and edit final translated versions

Translators convert written material from one or more ‘source 
languages’ into the ‘target language’, ensuring that the translated 
version conveys the meaning of the original as clearly as 
possible. The target language is normally the translator’s mother 
tongue.

TRANSLATION 
SECTOR

Contact us for more details and vacancies 
in line with your area of study and desired 
learning outcomes.

DESCRIPTION
The translator career finds in Brussels the best place to flourish. 
Beside the official languages of the country, in Brussels it is 
possible to obtain a specialisation and become an official EU 
translator, in order to work with governments, international 
organisations and companies from many countries. The wide 
variety of job opportunities makes Brussels one of the most 
coveted city in the European Union.

“A traineeship in Brussels is a great 
opportunity…”

Being an intern at Paragon Europe in Brussels 
brought an enriching experience to my 
professional career. The translation tasks that 
I was given helped to improve my language 
skills and broadened my area of expertise. The 
Paragon Europe’s team consists of more than 80 
people from all parts of the world. This creates 
a very international environment and ensures 
the exchange of the best possible ideas. The 
multicultural city of Brussels offers both leisure 
and professional possibilities for its inhabitants. 
There are a number of activities that trainees 
can enjoy during their free time. In general, a 
traineeship in Brussels is a great opportunity for 
anyone who would like to dive into the ocean 
of languages.

NAZY MAHMOUDI
France

DESCRIPTION
The General Maintenance sector includes all types of manual works including plumbers, electricians, air condition installers etc. In 
Brussels, students can get great hands on experience with companies within this sector. 

Handyperson

Handypersons may perform the following tasks:
• Apply professional paint, plaster and decorations

• Repair or replace ceilings and floors

• Fit, maintain or repair irrigation systems

• Maintain gardens, roofs, doors, windows

• Fix minor electrical problems (e.g. change light bulbs)

• Repair plumbing

• Build-in or -out shelves and other furniture 

• Install or remodel kitchens

Handypersons can provide their services both indoors and 
outdoors, as they are able to work under all kinds of weather 
conditions. Their tasks may involve carrying heavy objects 
or being at significant heights, depending on the place of 
maintenance. The working day is long and usually requires 
availability in early mornings or late afternoons, thus the 
applicant should not have a 9 to 5 mentality. 

Handypersons provide professional building maintenance to 
their clients in residential buildings, work places, hotels, etc.

VACANCIES WITHIN THE SECTOR

Handypersons

Electrician

GENERAL 
MAINTANENCE 
SECTOR
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Contact us for more details and vacancies 
in line with your area of study and desired 
learning outcomes.

Electrician

Electricians may perform the following tasks:
• Read electrical, architectural and mechanical plans to 

determine certain job responsibilities 
• Execute plans of electrical wiring for different electrical 

systems
• Install electrical devices, fixtures and equipment 
• Install electrical control systems and cables
• Install security and distribution mechanisms 
• Maintain the electrical system while detecting damaged 

electrical units and fixing them 
• Prevent collapse of the system by frequently changing 

old or defective cables, cleaning circuits, etc.  
• Arrange and assemble conduits and connect wiring 

through the conduits 
• Connect wiring in electrical circuits guaranteeing 

compatibility of apparatuses 

Electricians execute various tasks in relation to the installation 
and maintenance of electrical systems. The main responsibilities 
of electricians involve setting up electrical wiring in buildings, 
inspecting and defining malfunctions and repairing them. The 
employees must be extremely cautious when performing their 
tasks. Security measures are crucial in this job due to the high 
amount of risk. The objective is to maintain well-functioning 
electrical systems and minimize the likelihood of accidents.

“My work experience was very interesting...”

My work experience was very interesting. 
These 4 weeks have been very useful and 
informative both in regards to the French 
language and the practical work. Brussels was 
wonderful in each and every aspect.

MICHAEL RIZZI
Italy

“It helped me to develop my skills...”

This period has been very interactive. It 
helped me to develop my skills to work with 
electrical devices and improved my level 
of French. As a result, I am very to have 
participated in this experience.

LEONARDO MOSSA
Italy

“I understood what I want to do in the future...”

This experience was really important to 
me – I learnt a lot and I understood what I 
want to do in the future. Regarding Brussels, 
I loved it. It is wonderful! Thanks to the 
school, to the maintenance department of the 
Renaissance hotel, to Paragon Europe and my 
parents for this opportunity.

DOMENICO TIBERIO
Italy

Students Testimonials:
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