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Internship Job Description

Executive Management – Women’s Organizations
Submitted: July 2008

Alpha Women’s Center (AWC) is a pregnancy care center that shows compassion and love to women, men and children at risk while seeking justice and mercy for the unborn. AWC has an immediate opening for a student interested in hand’s on experience with executive management for women’s organizations. The Executive Management Intern will work closely with the Executive Director:

RESPONSIBILITIES 

1. Research on related organizations for best practices
2. Grant research for pending programming
3. Assist in budget development
4. Assist in board manual update      

5. Assist in board retreat planning and implementation                        

6. Provide support for strategic planning sessions

7. Coordinate input for newsletter and year end report

8. Provide input in brainstorming sessions with key staff

QUALIFICATIONS 

1. Upper level administrative support experience helpful

2. Ability to work with minimal supervision, to pay attention to detail and to work as part of a team 

3. Ability to work under pressure; to multi-task and to prioritize 

4. Proficient in the use of Excel and MSWord 

5. Experience in a not-for-profit environment is an asset 

6. Ability to handle multiple tasks, prioritize and stay organized to ensure timely and accurate work. 

7. Strong interpersonal skills (verbal and written) necessary to communicate diplomatically and effectively with volunteers, donors, and other staff members, and to provide information 
8. Working knowledge of Microsoft Office including Outlook, Word and Excel and proficiency in Publisher and InDesign and web design is helpful but not required      
9. Must be able to sign the Statement of Faith posted on our website    
Type: 

Nonpaid Internship
Location: 
Alpha Women’s Center of Grand Rapids: 1055 E Fulton St, Grand Rapid MI

Contact:  
Carolyn Koole, Executive Director

Phone: 
616-742-0242 or ckoole@alphawc.org
Website: 
www.alphawc.org

