Friendship is Hiring!

Position Name: ERP Operations & Support Intern
Employment Status: Full-time

Job Location: Head Office, Dhaka

Application Deadline: 27 July 2026

We are looking for an enthusiastic and detail-oriented fresh graduate to join our team as an ERP
Operations & Support Intern. The role will provide practical exposure to ERP user support, issue
tracking, reporting, documentation, User Acceptance Testing (UAT), training, and business process
digitalization.

This is an excellent opportunity to develop professional skills while working closely with different
functions, including Procurement, Finance, Inventory, and HR.

B Send your CV/Resume to hr@friendship.ngo

B Stating the position name in the email subject line is mandatory.

B Photograph must be enclosed with the CV/Resume.
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RESPONSIBLE FOR ACTIVITIES

e The ERP Operations & Support Intern will support the §*  Provide Leved-1 operational support to ERP cann by responding to

day-to-day operation of Friendship's Enterprise functional queries and assiting with day to-day system usage.
Resource Planning (ERP) platform by assisting end |° Log, track, and follow up on user-reported iswes to ensure timely
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contributing to continuous system improvement. *  Suppert User Acceptance Tinting (UAT) by wilidating system
enhancements, documentng test results, and reporting Issues.

*  Prepare and update Standard Operating Procecures |SOP3), user
mansals, FAQs, and cther ESP documentation

*  Extract and vakdate routine ERP reparts to support operational

adoption and efficient business operations across monitoring and decison-making

Procurement, Finance, Inventory and HR functions. * Colaborate with the ERf Operations Coordinator and business

UsErS to SUPPOrt Continuo SYstem improvement and perform
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ADDITIONAL REQUIREMENTS EDUCATION

* Basic knowlecyw of ERP, MS Office, reporting decumentation, s lo  Fresh graduate in Information Systems, IT, Computer
soltuare tusting
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EXPERIENCE

Prior internship, academic project or practical exposure to ERP or business applcations wik be an added advantage.

READ BEFORE APPLY

o The intern will work closely with business users and
the EAP Operations team to ensure smooth ERP

clernce & Engineering, or a related disciptine,

“FRIENDSHP ix committed 1o safuguarding chikiren, young people, snd sdulis, and smployees, |
visiting Journalists, visitors. beneficiaries including communties where wa work and volunteers/i
stakehoider and every mamber of the communities we work with, has the right to be protected from all forms of harm, abuse,
neglact, harassnent, 39d axploitalion - regardies s of 4ge, race, religion, and Gender, status 38 a0 individual with & disabity
or ethnkc arigin. Therelore, our recrultment policy and procedure fully include background checks and disclcsure of criminal
records in order to ensure safeguarding

ERIENDSHIP is an squal opportunity empioyer and wil 0o everything possible to ensure that those who are sukabie to work
within cur vahses and belioks are recruited to work for s Any persorsl persuasion wil msult in o disqusification of

candicature”.
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