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Step 1 : Receive intern application
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Step 2 : Reply Intern with above format
Step 3 : Attach  with 1. LPA Internship Form

2. DISC Analysis Form

LPA Internship Form

DISC Form
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Step 4 : Once Intern replied –
- Call Intern & arrange for interview session

Notes : 
- If got many interview session, suggest to make record for easy reference.
(Example : LPA Internship Interview Slot)

LPA Interview Slot 
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Step 5.  Confirm Interview!!
Send an official invitation email

Notes : Got 2 type of interview
1. Walk-in
2. Zoom

Walk-in Interview

E-Interview
(ZOOM)
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IO Approve Intern
- Email Acceptance of Internship

6. 1St Emaill of Acceptance

Notes : Short Brief intern about 
- Allowance
- Job Description
- Office Hours

* Give intern time to consider our 
offer. If the intern not reply 
within the deadline, Consider  
REJECTED!*
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7. Intern reply

8. Lets Start with GE Internship Application 
- Attach GE Internship Form

GE Internship Form



LPATeam Internship Application Procedure

7

9. Intern Complete the form & document

10. Reply Intern with LPA Acceptance Letter
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GREAT EASTERN APPLICATION

11. Email an complete document to 
> juneyaplihhorng@greateasternlife.com<
> Michelleleemeishan@greateasternlife.com<

Document needed

Notes :
1. GE will reply with Offer letter (f/up with June or Michelle by email)

2. Offer letter need original signed by intern at GE HQ
CMCO
1. Offer letter will email to IO 
2. Intern can sign then email to Recruitment Agency (June & Michelle)

mailto:juneyaplihhorng@greateasternlife.com

