
 
I n t e r n s h i p :  A d m i n i s t r a t i o n  &  O f f i c e  M a n a g e m e n t  
 
We offer an internship in one of the largest full-service law firm operating in Russia today. The firm employs 
more than 120 attorneys based in offices in Moscow and St. Petersburg and renders legal services in all 
spheres of Russian law throughout Russia, the CIS and also internationally through partnership networks with 
leading local law firms in all major capital markets and jurisdictions 

A d m i n i s t r a t o r  - office organization, coordination of work with clients 
 
 

 

M a i n  D u t i e s :   

1. Office management 

2. Writing of reports, letters etc. 

3. Receiving and handling calls 

4. First reception of clients in the office 

5. Setting meeting appointments and agendas 

 

 

 

               

 

L i d e n  &  De n z  L a n g u a g e  Ce n t r e  S t .  Pe t e r s b u r g   
W o r k  Ex p e r i e n c e  P r o g r a m m e s  

Requirements 

General Highly motivated people with working experience and higher or incomplete higher education 

Interest for all spheres of legal work.  Good computer skills 

Russian language/level B1+/B2 

Russian 
language/Usage 

Communication with Russian clients and colleagues, receiving of tasks and reporting (both orally 
and in written) 

Working hours Full time Hours per day 8 + 1 hour lunch break Dress-Code Formal 

Minimum age 18 Possible duration of the internship From 4 weeks till 6 months 


