
 

 

BD Assistant Intern (业务拓展助理实习生) 

 

工作地点：北京办公室 

人数：1–2 名 

到岗时间：尽快 

投递方式：sha.recruit@arup.com  

 

岗位职责： 

• 协助团队进行市场与行业信息的收集、整理与分析，为业务拓展提供支持 

• 协助撰写对外材料，主要面向政府部门和央国企客户，确保内容专业准确 

• 协助组织与筹备商务会议、客户拜访及项目相关活动 

• 与内部多团队沟通协调，协助推进咨询、城市发展、新能源等相关业务线工

作落地 

• 完成主管交办的其他相关任务 

 

任职要求： 

• 本科及以上在读学生，专业不限，城市规划、建筑、工程等工科相关背景优

先 

• 对市场推广、咨询行业、业务拓展工作有浓厚的兴趣，具备较强的学习能力

与自驱力 

• 能够使用英文工作，具备非常强的中英文书写能力，尤其是中文写作与表

达，熟练操作 Office 办公软件 

• 每周可保证 3–4 天出勤，实习期为 1–3 个月 

• 细致可靠，具备良好的沟通能力与团队合作精神 

 

 

 

 

BD Assistant Intern 

Location: Beijing Office 

Openings: 1–2 

Start Date: As soon as possible 

Please send your application to sha.recruit@arup.com  

 

Responsibilities: 

• Support the team in collecting, organizing, and analyzing market and industry 

information to assist business development initiatives 

• Assist in preparing external-facing materials—primarily for government 

stakeholders—ensuring all content is accurate, professional, and aligned with 

communication standards 

• Help coordinate and prepare for business meetings, client visits, and project-

related activities 
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• Communicate and collaborate with multiple internal teams to support the 

implementation of various business workstreams 

• Perform other tasks assigned by supervisor 

 

Requirements: 

• Current undergraduate or postgraduate student; major is open, but backgrounds in 

Urban Planning, Architecture, Engineering, or other technical disciplines are 

preferred 

• Strong interests in marketing, consulting, and business development, with proven 

learning ability and self-motivation 

• Excellent written communication skills in both Chinese and English, with 

particularly strong Chinese writing ability; proficient in Microsoft Office 

• Able to commit 3-4 working days/week for an internship duration of 1-3 months 

• Detail-oriented, reliable, and a strong team player with good communication skills 

 


