University of Central Florida

Public Administration 

and Nonprofit Program

Internship Placement Request

Name of Organization/Agency: 
Early Learning Coalition of Orange County
Department/Division: 
Community Relations
Address (Physical location where intern will be placed):

1940 Traylor Blvd. Orlando FL 32804
Point of Contact/Intern Supervisor (Name, email, and telephone number):
Human Resources: 

Marah Mercado 407-259-2477  mmercado@elcoc.org
Director of Community Relations: 

Nikisha Bronson Hunter  407-259-2469  nbronson-hunter@elcoc.org 
Contact Nikisha the program director for any questions, but for the resumes must be emailed or mailed directly to Marah Mercado.
Length of internship (minimum 10 weeks):

Approximately 16 weeks
Number of hours per week requested (minimum 10 hours):


It can vary depending on their availability. Between 16 and 24 hr per week
Paid or unpaid position: stipend could be provided
Hourly/salary:

Preference, if any, for undergraduate or graduate student: 

None
Short description of the program/project/work the student will be assigned to:

See attached job description
Required skills or abilities the student must have, including computer applications:

· Excellent written and verbal communication skills.

· Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, designing forms, and other office procedures and terminology.

· Ability to operate a personal computer.  Knowledge of a variety of computer software applications in word processing and spreadsheet software (including MS Word, Excel, Access).  Ability to navigate the internet.

· Knowledge of customer service techniques.

	JOB DESCRIPTION
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Job Title:  
Marketing Intern
Reports to:
Director of Community Relations
Supervises: 
   NA
FLSA Status:  
( ) exempt   (X) nonexempt   ( x ) full-time   (  ) part-time   (  ) other

Salary Range: 
Stipend Available
Position Summary:
This position provides support to the Director of Community Relations and the Community Relations Coordinator in the areas of community and public relations and match development.  These activities include, but are not limited to: prospect research, developing and sending mass mailings, assisting and participating in special events, preparation of proposals and reports.
Essential Job Functions:

· Development, execution of, and participation in special events.

· Writing and/or graphic design to support Coalition events.

· Prepares proposals, presentations, reports, and other collateral.

· Donor prospect research.

· Ensures all inquiries are responded to in a timely manner.

(This job description may not be all-inclusive and employees are expected to perform all other duties as assigned and directed by management. Job descriptions and duties may be modified when deemed appropriate by management.)

Minimum Qualifications:

· Knowledge of community relations and ability to perform in that capacity.

· Excellent written and verbal communication skills.

· Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, designing forms, and other office procedures and terminology.

· Ability to operate a personal computer.  Knowledge of a variety of computer software applications in word processing and spreadsheet software (including MS Word, Excel, Access).  Ability to navigate the internet.

· Knowledge of customer service techniques.

· Ability to understand and follow oral and written instructions, make arithmetical calculations.

· Ability to establish and maintain effective working relationship with employees and the public. 

· Ability to work and communicate with people from various multi-cultural backgrounds and socio-economic levels.

· Demonstrates strong organization skills with the ability to set priorities and effectively multi-task. 

· Possesses strong written and oral communication skills. 

· Demonstrates ability to problem solve and make decisions.

Education and Experience
· Two years of college or equivalent office administration experience. 

· Additional job-related training or education, preferred. 

 (A comparable amount of training, education or experience may be substituted for the above minimum qualifications.)
Licenses, Certification or Registrations:

· Possess a valid Florida Driver’s License with access to reliable transportation

· Successfully pass background and drug screenings
Essential Physical Skills:

· Ability to sit at a desk for extended periods of time while performing job functions.

· Ability to operate a keyboard, typewriter, or similar data entry device.

· Ability to bend, kneels, and stoop to access file cabinets for filing and retrieving data.

· Must possess auditory, verbal and visual capabilities in order to adequately communicate via phone and in person.

· Ability to operate a motor vehicle for travel to multiple off-site locations.

· Must be able to lift, push, pull and carry up to 35 pounds.

Environmental Conditions:

· Office environment

· Some Field work

· Flexible schedule- possible night and weekend hours

