
Job Description 

Have you ever wanted to work at a tech startup? This is an exciting opportunity to 

spend your spring semester working closely with co-founders and contributing to an 

exciting startup. Our company will expose our interns to, and develop their skills in, 

technology, foreign policy and national security, and business. 

We have a variety of opportunities and are accepting graduate and undergraduate 

applicants. Exceptional interns may be offered extensions and a very limited number of 

truly outstanding interns may be offered full-time positions at the company’s discretion. 

Position 

Assistant to the CEO/Research Associate 

Location 

San Francisco, CA 

Company Overview 

Launched online in August 2016, Dūcō (www.ducoexperts.com) is a San Francisco-

based on demand marketplace of experts who are available to connect with clients 

around the clock. Dūcō makes it easier, faster, and more cost effective for businesses 

to connect with experts, gather information, and follow global trends to solve real-world 

business objectives. Dūcō’s platform allows businesses to quickly find and speak with 

geopolitical, regulatory, security, and technology innovation experts, who have insights 

needed to succeed in the global economy. 

Job description 

Dūcō’s co-founders are seeking an ambitious, innovative, and self-motivated intern to 

join our team and assist the CEO with day-to-day business. This is an exciting role for 

someone who wants to learn how to start a company and is interested in influencing the 

mission, business model, marketing strategy, and business development pipeline. The 

intern will provide support to many aspects of maintaining the company, from tailoring 

the client pipeline, to updating the website, to conducting research, to advising on 

expert recruitment strategies. 

Projects may entail: 

• Industry research and analysis. 

• Managing and adding to the business pipeline. 

• Researching funding opportunities. 



• Developing strategies and pitch decks for potential funders. 

• Compiling and organizing data on our experts and potential clients. 

• Working directly with experts and future clients. 

• Ensuring the co-founders are set up for success. 

• Researching and identifying networking/business development opportunities. 

• Completing other administrative and miscellaneous tasks. 

It will be fun. It will be hard. 

Qualifications 

We are looking for candidates who are: 

• Resourceful – figure out how to “get it done” – and learn quickly. 

• Technologically savvy. 

• Experienced in administrative or clerical work 

• Self-starters who understand the vision and move quickly with little guidance. 

• Intellectually curious about business, technology, foreign policy, 

entrepreneurship, marketing, operations, finance and/or leadership development. 

• Communicate/brief well, both written and verbally. 

• Have experience conducting research, industrial or political. 

• Basic familiarity with government institutions, think tanks and so on 

• Attentive to detail. 

• Interested in seeking opportunities and investment with us in the long-term, which 

is an option for outstanding interns. 

• All candidates must be use their own laptops. 

Top candidates will have experience or strong desire to gain experience in: 

• Business or finance: writing business plans, creating financial models, and 

developing financial and business strategies for target markets. 

• Business or political research 

• Administrative/clerical work 

• The startup world. 

 

Time commitment 

Interns will report to our office in San Francisco 15-20 hours a week. The internship will 

last three to four months. We can work with the intern to ensure she/he receives 

academic credit if that is an option at the intern’s institution. The intern is responsible for 

ensuring all requirements are met for school credit. We may offer internship extensions 

or fulltime job offers to a limited number of truly outstanding interns. 

Compensation 



This is an unpaid position. Interns who work in the San Francisco office receive free 

snacks. Interns may also receive mentorship on next steps, introductions to other 

mentors, access to events, and letters of recommendation. We do not pay for housing 

or relocation to San Francisco. A small stipend may be available on a limited basis. 

 

 


