
Chief of Staff / Executive Project Management 

Intern 
Mobile Payments / Tech Company – Pre-IPO 

 

 

Description 

Startup company in the digital money and payments industry located in La Jolla, CA with offices in Beijing, China and 

Philadelphia, PA area is looking for a Chief of Staff / Executive Project Management intern. The student filling this position 

will handle a wide range of important duties and will report directly to the Founder and CEO who is a serial entrepreneur 

and holds an MBA from Columbia Business School.  Intern will also work with CTO, a Princeton PhD as needed.  

Port Triton Job ID: 826299 

Responsibilities 

 Assist CEO and Founder with managing Company projects including finance, marketing, international, technology etc. 

 Assist CTO with technology projects management 

 Prepare and maintain project plans and intra Company communications 

 Assist with investor relations initiatives  

 Interface and liaison with finance, marketing, technology, sales and legal teams as necessary 

 Maintain schedule of CEO as needed 

 Attend investor, technology and business conferences as necessary with Company Executives 

 Assist in developing sales projections and market analysis for new product development 

Requirements 

Applicants should be Business, Finance, or Economics majors with proficiency in Microsoft Office applications.  Knowledge 

of Mandarin Chinese a plus but not required.   Attention to detail, the ability to multi-task and excellent communication skills 

are all essential to this position.  General knowledge of multiple business disciplines, such as marketing, operations, etc.  

Flexible work hours and arrangements including onsite at office, or your location   

Compensation 

Initially unpaid but with equity tied to Company growth and meeting objectives and Company milestones.  Potential for future 

salary and increased equity participation.  Considerable knowledge transfer on startups procedure, fundraising both 

privately and publicly, investor relations, international business, technology and cross functional disciplines including sales, 

marketing, operations, legal, etc. 

 

Majors 

Business, Finance, Economics, Accounting 

 

 

 

 


