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          MOTIVATION 
Ascending the youth into the STEM field, one 

rocket at a time! 
 
 

 
 
 

We are so glad that you have shown interest in working with Systematic Motivation LLC!  

 
Our Mission: Abandoning stereotypes, defying the odds, and welcoming change!  
 
Systematic Motivation’s primary focus is engaging students of every race and gender in the fields of 
Science, Technology, Engineering and Math, commonly referred to as S.T.E.M. through unique 
efforts, community outreach, and at-home activities. Systematic Motivation is committed to 
diversifying the world of technology.  Our target demographic is 5th-12th graders. We believe grade-
level students, when presented with STEM opportunities, will be equipped with the tools they need to 
embark on a career in this industry. 

 
Our Vision: 
The vision of Systematic Motivation LLC, is to bring STEM, (Science, Technology, Engineering, and 
Math), into the homes, and minds of students and parents. We believe that it is important to have 
STEM literacy at home just as well as at school. 
 
Description: 
The Personal Assistant Intern is responsible for assisting the CEO in day to day tasks that will help 
Systematic Motivation LLC run smoothly as possible. You will work hand in hand with the CEO to 
ensure that deadlines and tasks are completed in a timely manner. 

 
Responsibility:     
-Organize the CEO’s business calendar and confirm appointments with clients 
-Have daily/weekly meetings with the CEO and team 
-At times, delegate and prioritize task to keep S.M. running smoothly 
-Provide Weekly updates from all team members 
-Reach out to clients to confirm service, and provide any schedule changes 
-Co-Manage S.M. email account 
-Co-Manage S.M. website 

 
Requirements: 
-Ability to take initiative, employ good judgment, and manage projects from beginning to end  
-Have impeccable communication skills 
-Be energetic and a people person  
-Exceptional ability to manage details  
-Ability to multitask in a fast-paced environment  
-Ability to meet deadlines and to anticipate next steps or needs  
-Work effectively both independently and as part of a team  
-Understands and can utilize emerging platforms, digital media, and web/social media  
management and measurement tools (e.g. Google Drive, Google Teams, Asana, etc.)  
 

Sincerely, 

Shavonti Archer, CEO 
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