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MISSION VISION THE WHY

TO BE THE 
PREMIER 
INTERIOR 

SOLUTIONS 
PROVIDER.

WE EXIST 
TO LOVE AND

SERVE OUR 
CLIENTS, 

ASSOCIATES 
AND

COMMUNITIES.

WE BELIEVE THAT GOOD 
DESIGN IS GOOD 

BUSINESS. WE BELIEVE 
THAT THE WORKPLACE 

MATTERS AND THAT THE 
BUILT ENVIRONMENT, 

WHEN LEVERAGED 
CORRECTLY, CAN HAVE 

A PROFOUND AND POSI-
TIVE EFFECT ON PEOPLE,

PROCESS, AND OUR 
CLIENTS’ BUSINESS.



We believe that good design is 
good business. We believe the 
workplace matters and that the 
built environment, when lever-
aged correctly, can have a pro-
found, positive, effect on people, 
process and our clients’ business.

1993
 Charlotte, NC

2000
Raleigh, NC

2007
Winston-Salem,

NC

2011
Greenville, SC

2001
Charleston, SC

2012
Knoxville, TN

Chattanooga, TN

2013
Ft. Lauderdale, FL

Miami, FL

2014
Jacksonville, FL 

ABOUT CBI 

Founded in 1993, CBI has grown into the premier interior solutions provider 
that offers workplace strategy and furniture solutions to a wide range of 
clients. David Longo and his business partner, Bob Flynn, opened the first 
CBI location in Charlotte, NC. Since then the company has rapidly grown 
throughout the Southeast with 11 locations in North Carolina, South 
Carolina, Tennessee and Florida. We are the exclusive Knoll dealer in the 
southeast and partner with DIRTT Environmental Solutions to provide our 
clients with luxury, designer office and industry-specific furniture that 
meets their interior solution needs.
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Organizations recognize the workplace as a powerful 
tool and are primed to move forward in ways that help 
them compete for talent, engage their people, realize new 
ways to innovate and increase speed-to-market. While 
solving for the modern workplace is complex, there is an 
exciting level of freedom and opportunity to re-imagine 
what the workplace can do. The workplace is a platform 
for CBI Workplace Consultative Services to help clients 
define their ideal work environment - one that drives their 
missions forward.  People and real estate are our clients’ 
greatest investments. With one solution, we can help 
them re-imagine their workplace with forward thinking 
planning and provide the right work tools to make it all 
come to life. 

CBI and DIRTT work together to create customizable, 
sustainable and architectural interior solutions to fit 
our clients’ business needs and integrate seamlessly 
into their work environments. Offering an innovative 
and green alternative to dry wall, CBI and DIRTT provide 
unique solutions that fit any workplace. 

Environmentally sustainable, unique and highly produc-
tive, CBI and DIRTT interiors contribute to a high func-
tioning, green work environment for your business.

INTERIOR CONSTRUCTION

WORKPLACE CONSULTING

CBI’s unique interior solution process is quite simple in 
concept; however, it requires discipline, structure and to-
tal commitment to execute flawlessly. Based on constant 
engagement and exceptional execution, our process pairs 
you with a personal sales consultant and project manager, 
who are engaged from the inception of the project through 
punch completion. The design project manager is respon-
sible for specifying your product, developing project time-
lines, creating project binders, ordering products, tracking 
orders, coordinating installation and ensuring all punch-list 
items are completed in the most expeditious manner. The 
workplace consultant will oversee every aspect of the 
project and remain actively involved throughout and has 
the overall responsibility to ensure 100% client satisfaction.

FURNITURE SOLUTIONS

CBI’S THREE 
DIVISIONS
CBI’S THREE 
DIVISIONS
CBI’S THREE 
DIVISIONS
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BINOCULAR WALL
10’-9”x 17”-4"
CBI CAMPUS
4110 OLD PINEVILLE RD.
CHARLOTTE, NC
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The 1-week interns 
will tour up to 4 design 

firms in 1 day.

6-Week interns could 
have the opportunity to work 
on projects with a worth of 
10 million dollars or more.

We have over 12 
University Partners 

across the Southeast

Out of the 40 
6-week interns 
we have hired 
16 for full-time 
employment.

In  the last 
7 years 

CBI has had 40 
6-week interns.

50%
of our Charleston

office is employed by 
former interns.
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INTERNSHIP PROGRAM OVERVIEW

CBI is always seeking to recruit the most talented individuals to add to our team, 
and as a result, we have developed a competitive Internship Program for dedicated 
college students in our markets. Developed with the goal of achieving the following 
four objectives, the LeadingEDGE Internship Program provides students with the 
opportunity to learn all areas of workplace interiors, A&D, and the contract furniture 
business while gaining basic corporate experience before they graduate. 

The four key objectives of the LeadingEDGE Internship Program are to:

1. Expand CBI’s scope of outreach and enhance our ability to give back in our 
local communities.

2. Provide educational opportunities for students at our partner Universities 
to help them better understand the realities of working in the interior 
solutions industry.

3. Increase students’ knowledge of CBI and Knoll and their relationship with  
A&D Firms, Real Estate, and Corporate Communities within our markets.

4. Provide students with future career opportunities at CBI, or within the 
industry, and allow CBI to develop a future talent pool that is critical to our 
continued success.

INTERIOR DESIGN
+ ARCHITECTURE

ACCOUNTING INFORMATION 
TECHNOLOGY

INTERIOR 
CONSTRUCTION

FIELD OPERATIONS 
+ LOGISTICS

CREATIVE
MARKETING

A R E A S  O F  O P P O R T U N I T Y
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THE SUCCESS OF THE LEADINGEDGE INTERNSHIP PROGRAM IS 
EVALUATED BASED ON THE FOLLOWING KEY MEASURES:

1. Developing a formalized LeadingEDGE Internship Program based around 
the concept of the progressive growth of qualified students.

2. Providing an environment where students are introduced to and work with 
leaders in the workplace interiors, A&D and Corporate Communities.

3. Creating hands-on educational experiences touching all aspects of the 
contract furniture industry at CBI including sales, project management, 
furniture specification, installation, marketing, administration and more.

4. Expanding students’ knowledge of the interface between the A&D industry 
and CBI.

5. Providing networking opportunities in the business community for 
participating students.

6. Allowing CBI leadership the opportunity to develop relationships with and 
observe students who are interested in careers in the contract furniture 
industry.

7. Play an active role in helping students in our program find employment 
after graduation.
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THERE ARE TWO DIFFERENT OPPORTUNITIES CBI OFFERS STUDENTS 
WHO WISH TO PARTICIPATE IN CBI’S INTERNSHIP PROGRAM. 

ONE-WEEK INTERNSHIP PROGRAM 

MONDAY, JUNE 1, 2020 - FRIDAY, JUNE 5, 2020

This program is for rising Juniors enrolled in an accredited Architecture and/or 
Interior Design program at local Universities. CBI’s one-week Internship Program 
provides students with the opportunity to spend one week in CBI’s Charlotte 
Headquarters and take a deep dive into the contract furniture industry, what it means 
to work in a commercial interiors field, what it means to partner with manufacturer’s 
like Knoll and DIRTT. The one-week internship is an unpaid internship, however, all 
travel arrangements, meals and accommodations for students to stay in Charlotte for 
the week will be covered in full by CBI. 

SIX-WEEK INTERNSHIP PROGRAM 

MONDAY, JUNE 15, 2020 - FRIDAY, JULY 24, 2020

This program is for rising Seniors enrolled in a local University, studying in a related 
field to the areas of opportunity. Students will work in one of CBI’s locations for 
the duration of the internship. They will be paired with a CBI Project Team and will 
learn how to assist clients, Associates and communities. They will participate in 
CBI’s corporate training program and be provided many networking opportunities 
to prepare them for finding a job after graduation. The six-week internship is a 
paid internship. 
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PROGRAM DATES & TIMELINE 

JANUARY 2020 - MARCH 2020 - Local markets schedule kick-off events with 
partner Universities to meet students and describe CBI’s internship program. 
Local markets will hand out program booklets, applications and other materials 
which outline the details and deadlines for applying to CBI’s Internship Program. 

FEBRUARY 2020 - MARCH 2020 - CBI locations accepting applications and 
resumes for the one- week and six-week internship program.

MARCH 2020 - APRIL 2020- CBI locations conducting interviews for one-week 
and six-week internship program.

APRIL 2020 - CBI locations to notify selected candidates of their acceptance into 
CBI’s Internship Program.

JUNE 1, 2020 - One-week interns report for work at CBI Charlotte at 8:00am.

JUNE 14, 2020 - Six-week interns report for work at their respective CBI locations 
at 8:00am. 



 

 

PROGRAM TEAM

INTERN COORDINATORS BY MARKET

Charlis Brock - Executive Sponsor

Charlis provides Executive Oversight to the LeadingEDGE Intern-
ship Program in CBI’s Charlotte market. She ensures this market 
is regularly meeting the requirements of the Internship Program 
and supporting partner Universities throughout the process. 

Your Intern Coordinator will work closely with CBI’s executive leadership and 
oversee daily implementation of the six week Internship Program in their mar-
ket. They will serve as the main point of contact for student representatives 
from partner Universities and will oversee the logistics of Internship Program 
Kick-off Events, the Interview Process, etc. 

Ardriana Wade  - Program Director

Ardriana is the Program Director for CBI’s LeadingEDGE In-
ternship Program. She has oversight for all internship activities 
and initiatives, is a liaison with Universities and Students and 
ensures CBI’s internship efforts are aligned with the objectives 
of the company.

ardriana.wade@cbi-nc.com

CHARLOTTE, NC 
Falyn Weeden
falyn.weeden@cbi-nc.com

KNOXVILLE, TN 

Niki Hudson
niki.hudson@cbi-tn.com

RALEIGH, NC 

Katherine Adcock
katherine.adcock@cbi-nc.com

JACKSONVILLE, FL 

Madelen Salter
madelen.salter@cbi-se.com

CHARLESTON, SC
Jordan Maurer
jordan.maurer@cbi-sc.com

FORT LAUDERDALE
Danyelle Rose
danyelle.rose@cbi-se.com

GREENVILLE, SC
Ali Hollstegge
ali.hollstegge@cbi-sc.com
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CHARLOTTE, NC 
Amanda Beck
amanda.beck@cbi-nc.com 

INTERIOR CONSTRUCTION 

Riley Clements
riley.clements@cbi-nc.com

FINANCE

Ashton Reid
ashton.reid@cbi-nc.com

FIELD OPERATIONS

Chris Turner
chris.turner@cbi-nc.com

INFORMATION TECHNOLOGY
Michelle Auten
michelle.auten@cbi-nc.com

CREATIVE MARKETING
Kyrah Watson
kyrah.watson@cbi-nc.com

WINSTON-SALEM, NC
Susan Russell
susan.russell@cbi-nc.com



22 23

STRONG 
ORGANIZATIONAL 

SKILLS AS WELL AS  
STRONG VERBAL 

& WRITTEN 
COMMUNICATION 

SKILLS. 

INTEREST IN 
THE CONTRACT 

FURNITURE INDUSTRY 
AND / OR 

IN WORKING AT 
A COMMERCIAL 

A&D FIRM.

CANDIDATE REQUIREMENTS 

MUST BE ENROLLED AS A 
STUDENT AT ONE OF CBI’S 

PARTNER UNIVERSITIES 
OR LOCAL UNIVERSITIES IN 
CBI’S REGIONAL MARKETS.

REQUIRED TO HAVE
 BASIC MS OFFICE SKILLS 

(Word, Excel, Outlook, & 
Power Point).

REQUIRED TO HAVE
A WORKING KNOWLEDGE 

OF AUTOCAD.

STRONG DESIGN &
 CREATIVE CAPABILITIES. 

ABILITY TO SHOW 
INITIATIVE, 

SELF-MOTIVATION  
& BE ABLE TO 

TAKE DIRECTION.

MUST BE WILLING 
TO WORK IN MANY 

DIFFERENT POSITIONS
WITHIN CBI’S 

ORGANIZATIONAL 
STRUCTURE.

INTERPERSONAL SKILLS. 

ABILITY TO WORK 
WITHIN A FAST-PACED, TEAM 

ENVIRONMENT. 
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One week interns will be invited to participate in a week long internship 
and report for work at the CBI Charlotte location starting on Monday, 
June 1, 2020. Hotel arrangements and exact schedules will be distributed 
prior to the students’ arrival, and they should plan to check-in to their 
hotel by the evening of Sunday, May 31, 2020. 

Interns are expected to be at CBI Charlotte on Monday no later than 8:00 
a.m. and will end their internship at 5:00 p.m. on Friday, June 5, 2020.

CBI will provide selected one week interns with meals and lodging for the 
duration of the week. All interns must provide their own transportation to 
and from CBI or events. 
   
During their internship, selected students will participate in a week long, 
in-depth training session where they will learn basic knowledge of the 
contract furniture industry. The training session will consist of the following 
classes listed on the next page. ---->

ONE WEEK INTERNSHIP PROGRAM DESCRIPTION



Learn about our guiding principles that allow team 
members to truly focus on creating a memorable 
experience for our clients’.

CBI EXPERIENCE

Learn about Knoll’s commitment to innovation and 
modern design and DIRTT’s unique architectural 
solutions we offer our clients. 

KNOLL & DIRTT OVERVIEW

Interns will shadow PM’s to understand our 
approach to space planning support and specifica-
tions of products required to complete a project.

INTRODUCTION TO PROJECT MANAGEMENT

Interns will get an overview of key concepts that 
demonstrate the consultative selling mindset that all 
CBI Sales Consultants use on a day-to-day basis.

INTRODUCTION TO WORKPLACE CONSULTANTING

This session focuses on how our Installation and 
Warehousing teams work and the processes that 
allow them to provide our clients with the best 
service possible while on a job.

WAREHOUSING & INSTALLATION SERVICES

This session will teach the basic AutoCAD and CAP 
commands and techniques. This will allow the draw-
ing and specification process to be more efficient 
and provide clients with the best service possible. 

INTRODUCTION TO CAP/CAD

We will spend time reviewing your resume and 
portfolio. This review will provide professional 
advice to help you prepare for the workforce. 

PORTFOLIO REVIEW

This program helps discover what opportunities are 
available at CBI after graduation. 

CAREER PLACEMENT ASSISTANCE PROGRAM
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ONE-WEEK INTERNS WILL ALSO ATTEND VARIOUS EVENTS WITH CBI 
ASSOCIATES AND MEMBERS OF THE A&D COMMUNITY. A BRIEF DE-
SCRIPTION OF THESE EVENTS IS LISTED BELOW. 

CBI PROJECT TOURS 
All interns will attend guided project tours of CBI clients local to the Charlotte market. 
Students will be able to see the finished product that results from the CBI process. 

CBI CONSTRUCTION SITE TOURS
All interns will attend a guided active construction site of CBI clients local to 
the Charlotte market. Students will be able to see the process work and instal-
lation process. 

CBI MANUFACTURER TOURS
Students will spend time in the Knoll showroom and with some of our partner rep-
resentatives learning about how they support CBI and how we partner together 
to serve our clients. 

A&D NIGHT
Students will spend time touring Architecture & Design firms understanding 
more of their processes and the partnership with CBI.

CBI NIGHT
All interns will attend a CBI Night event where all Charlotte Associates will be avail-
able to field questions from the students about their roles at CBI and the contract 
furniture industry. 
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Rising seniors from CBI’s partner Universities will be invited to partic-
ipate in a six-week internship that will begin Monday, June 15, 2020 at 
one of the CBI locations. Interns should arrive Sunday evening June 14, 
2020 and be ready to begin work on June 15, 2020. Interns should expect 
to arrive at CBI no later than 8:00 AM Monday morning. The internship 
will end on Friday, July 24, 2020.

Interns will earn $10.00 per hour for 40 hours per week during their in-
ternship. Interns will also be given a $100 stipend to help offset travel 
expenses. All students must provide his or her transportation to and from 
CBI or events, lodging, and any meals not provided by CBI. 
   
Each candidate will participate in the following activities related to 
their field of interest to ensure that they have an expanded knowledge 
of the contract furniture industry: 

Each intern will be paired with a CBI Project Team. The team members will 
be working on multiple projects that will be in various stages.

SIX WEEK INTERNSHIP PROGRAM DESCRIPTION
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• Presentation Skills 
• Interviewing Skills
• Attend CBI Training Classes 

(LeadingEdge)
• CAP / CAD
• BIM 360
• PIF (Project Info Form)
• Specification Checks
• Filed Verification
• Project Meetings
• Construction Meetings
• Presentation Booklets
• Backlog Review
• Client Meetings
• Project Folders
• Project Budgets

INTERIOR DESIGN / ARCHITECTURE STUDENTS will be partnered with 
CBI’s Furniture Solutions Project Management Team and will be given 
the opportunity to participate in the following Hands-on Educational 
Experiences:

• Installation Packages
• Installations / Deliveries
• Warehousing
• Timelines
• Punch Completion
• Walk Through
• Pre-Post and In-Process Site Visits
• Order Acknowledgments
• Product Specials / Custom Solutions
• COM / COL (Customer’s Own Material 

or Leather)
• Marketing Events
• Sales Calls
• Contract Terms & Conditions
• Resource Library

• Record Keeping
• File Maintenance
• Data-Entry
• Evaluating Cost Related Info
• Backlog
• Monthly Financial Close Process
• Account Analysis & Reconciliation
• Management and/or Government 

Reporting

• Document Financial Transactions
• Contract Terms & Conditions
• Reconcile Financial Discrepancies
• Preparing Special Financial Reports
• Federal, State, and Local Financial 

Legal Requirements
• Policies & Procedures

ACCOUNTING STUDENTS will be partnered with CBI’s Shared Service 
Finance/Admin Team and will be given the opportunity to participate in 
the following Hands-on Educational Experiences:
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• Installing and configuring computer software, hardware, systems, networks, 
printers & scanners.

• Monitoring and maintaining computer  systems and networks
• Responding to service issues and requests
• Providing technical support across the company
• Testing New Technology
• Training Junior Staff Members

INFORMATION TECHNOLOGY STUDENTS will be partnered with CBI’s 
Shared Service Business Process and Technology Team and given the op-
portunity to participate in the following Hands-on Educational Experiences. 

• Interviewing Skills
• Presentation Skills
• Attend CBI Training Classes 

(LeadingEdge)
• ICE Software
• BIM 360 
• Specification Checks
• Field Verification
• Project Meetings
• Construction Meetings
• Presentation Booklets
• Backlog Review
• Client Meetings
• Project Folders
• Project Budgets

CONSTRUCTION MANAGEMENT STUDENTS will be partnered with 
CBI’s Interior Construction Team and will be given the opportunity to 
participate in the following Hands-on Educational Experiences: 

• Installation Package
• Installation / Deliveries
• Warehousing
• Timelines
• Punch Completion
• Walk Through
• Pre-Post & In-Process Site Visits
• Order Acknowledgments
• Product Specials / Custom Solutions
• COM / COL (Customer’s Own Material 

or Leather)
• Marketing Events
• Sales Calls
• Contract Terms & Conditions
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• Designing Web Pages, 
Brochures, Vector Graphics, 
Signage, Booklets, Annual 
Reports, Advertisements, and 
other communication tools. 

• Project Scope Meetings 

• Developing Design Aesthet-
ics with photography, color, 
layout and font styles.  

• Brand & Design Messaging  

• Presenting Design Concepts 

• Coordinating with outside 
vendors including; Art ser-
vices, Web Designers, and 
Printers.

GRAPHIC DESIGN OR MARKETING STUDENTS will be partnered with 
CBI’s Shared Service Marketing Team and will be given the opportuni-
ty to participate in the following Hands-on Educational Experiences:

• Colleague Communication and 
Collaboration 

• Preparing Production Files 

• Maintenance of file organization 

• Marketing Portal Support 

• General Administrative Support 

• Marketing Training Support 

• Event Support 

• Marketing Archive Maintenance 

• Marketing Materials Inventory 
Distribution Support

• Organizing Shipments
• Coordinating Drivers, Vehicles, Loads, 

& Journeys
• Operating IT Systems
• Negotiating & Agreeing Contracts
• Developing & Confirming Schedules
• Planning for & Negotiating Technical 

Difficulties
• Preparing Paperwork

• Liaising with and Managing        
Staff + Shifts

• Waste Management
• Monitoring Stock
• Ensuring Health & Safety           

Standards are met

LOGISTICS & SUPPLY CHAIN STUDENTS will be partnered with CBI’s 
Field Operations Team and will be given the opportunity to participate in 
the following Hands-on Educational Experiences:
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INTERNSHIP CROSSOVER PROGRAM
Along with the Hands-on Education Experience listed previously, 
interns will also participate in the internship crossover program. 

CBI, JLL Commercial Real Estate and Barringer Construction have 
joined together to create a holistic experience for interns. Throughout 
the summer you will have the opportunity to participate in the following:

CONNECTING THE DOTS: 
UNDERSTANDING THE 

PARTNERSHIP

BARRINGER 
CONSTRUCTION OFFICE 

& JOBSITE TOUR

JLL COMMERCIAL 
REAL ESTATE OFFICE 
AND JOBSITE TOUR

EXECUTIVE ROUND 
TABLE DINNER

COMMUNITY 
VOLUNTEER ACTIVITY

INDUSTRY NIGHT 
An informal networking night to 

meet industry professionals.
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CBI is a lead-by-example organization where one of our top priorities is the personal 
and professional development of each of our Associates. In order to provide the su-
perior solutions that our clients are accustomed to, it is imperative that we equip our 
Associates with the knowledge and expertise they need to be successful. 

This is why we have implemented an unique Associate in Training Program to help 
us recruit talented young professionals who have recently obtained a degree within 
a related field of study for project management, sales consulting or marketing. Mutu-
ally beneficial for CBI and young graduates, this program allows CBI to accomplish 
the following key objectives:

1. Expand postgraduate professionals’ knowledge of CBI and the contract furni-
ture industry.

2. Allow CBI the ability to develop a future talent pool that is critical to our contin-
ued success.

3. Enables CBI to place well trained Associates within locations that need imme-
diate support.

4. Provide young graduates with the opportunity to develop and establish a long-
term career in a successful organization.

ASSOCIATE IN TRAINING PROGRAM DESCRIPTION
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Copyright     2019 by CBI.
All rights reserved.

All rights reserved. No part of this publication may 
be reproduced, distributed, or transmitted in any form 
or by any means, including photocopying, recording, or 
other electronic or mechanical methods, without the prior 
written permission of the publisher. The unauthorized 
use, dissemination, reproduction or distribution of such 
documents to a 3rd party without expressed written 
consent by CBI is strictly prohibited and may be unlawful.
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Charlotte, NC | Raleigh, NC | Charleston, SC | Piedmont-Triad, NC | Greenville, SC | Knoxville, TN | Chattanooga, TN | Ft. Lauderdale, FL | Miami, FL | Jacksonville, FL


