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TITLE:



Program Intern
SUPERVISION:

Reports to Program Director
POSITION OVERVIEW:
Are you looking to gain “real-life” experience in a grass-roots non-profit? The Program Intern at Con Mi MADRE will work on specific projects to ensure exceptional programming is provided to Con Mi MADRE students. The Intern will help coordinate conferences, work with team on workshops, gather data, and participate in outreach programs and community events. 
OPPORTUNITIES For Intern:
· Learn about programming activities within the agency and best practices

· Develop professionally in a non-profit agency

· Project management and event coordination
· Learn how to gather programming data and analyze programming success

Qualifications:

· The intern should possess a strong interest in working with a progressive non-profit focused on increases Hispanic girls in higher education.  
· The candidate will have database experience and Microsoft Office skills 
· Applicants must possess excellent proofreading, grammar and sentence structure, research and interpersonal communication skills and be comfortable interacting with adults. 

· Strong written and oral communication skills are required. 

· An organized, creative thinker with a team player attitude is the ideal candidate for this internship.
· Ability to be flexible

· Needs to be available on some weekends for conferences.
Duties:

· Assist the Program Director in the development, design and execution of programming initiatives. A main project will be determined prior to the start of the internship based on the intern's interests and Con Mi MADRE’s current needs.

· Provide support to Program Assistant in gathering programming data and prepare reports for funders
· Provide support at community events where Con Mi MADRE has informational booths
HOURS: 
Suggested time commitment is 8-10 hours a week, but agency is flexible in total number of hours/days worked.  The time commitment may vary depending on deadlines and responsibilities

Compensation: 
This internship opportunity is an unpaid position.
Mission of Con Mi madre:  Con Mi MADRE increases the representation of Hispanic women in post-secondary schools through education and social support services to girls and their mothers.
How to apply: 
Please submit the resume and cover letter to:  Christine@conmimadre.org
