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Shiawassee Community Foundation

Job Description
JOB TITLE:  

College Internship
CLASSIFICATION:  
Part-time, (up to 35 hours per week)
REPORTS TO:  

Executive Director

FLSA STATUS:

Non-Exempt
Qualifications:
· A minimum of a high school diploma with 1 year of college or equivalent
· Strong computer skills including proficiency with MS Office (including Word and Excel)  and experience with general office equipment
· Ability to communicate effectively – writing, listening, and speaking

· Excellent organizational and recordkeeping skills

· Ability to analyze, think critically and explain clearly

· Able to work without continuous supervision within established schedules, regulations, and procedures
· Ability to use sound judgement and maintain confidentiality of foundation records
· Able to prioritize and complete work in a timely manner with a high degree of accuracy
Position Summary

To provide Foundation support to the Executive Director and office staff.  Work with the YAC Advisor/Program Manager on organizing historical files for permanent retention.  Work with the Administrative Assistant to build a donor history booklet.  Attend board meetings and a few YAC meetings as required.
Principal Responsibilities

· Assists the Executive Director as needed with special projects
· Assists in the coordination of a  donor history booklet for the foundation
· Assist with solutions for permanent storage of foundation records
· Assists with marketing efforts and production of marketing materials when needed

· Assists with social media and website updates
· Assists with Youth Advisory Council (YAC) activities 

Position Hours of Work
Generally, 35 hours per week.  Normal office hours are 9:00 a.m. to 4:00 p.m. Monday through Friday. (Hours would be split between the Shiawassee Community Foundation and Respite)
This job description is intended to describe the general nature and level of work being performed by people assigned this position.  It is not to be construed as an exhaustive list of all job duties performed by personnel so assigned.

I have read and understand the general job requirements
_______________________________________








Signature of Employee                      
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