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The Make-A-Wish Foundation grants the wishes of children with life-threatening medical conditions to enrich the human experience with hope, strength and joy.
INTERNSHIP OPPORTUNITY

Nonprofit-Volunteer Management Intern
Volunteer and Community Relations Department

Nonprofit management interns focus on developing management and administrative tools, resources, organizational technology and systems, with an emphasis on volunteer coordination and management. 

Position Overview:

As part of our internship program, the Volunteer and Community Relations Department seeks to provide interns with a diverse experience through varied types of duties, from data entry, filing and phones to volunteer recruitment, training, and retention/ appreciation.  

Basic tasks include but are not limited to:
· Assisting with maintenance and troubleshooting of volunteer database

· Helping maintain an organizational system to include various types of volunteers

· Helping ensure that volunteer requirements are met and recorded on a timely basis

· Helping facilitate all volunteer trainings
· Updating and improving existing presentations, policies, and procedures

· Assisting the Volunteer Coordinator with administrative duties

· Helping procure volunteers to fulfill departmental requests for office, event, intern, Wish-Granting, and outreach staffing

· Providing outreach support when needed

· Helping track volunteer-assigned wishes

· Assisting with processing of referrals of potential wish children

· Assisting with retrieval and processing of mail

Requirements:
Working knowledge of Microsoft Word, Excel, and PowerPoint. Excellent written- and oral-communication skills required. Good editing, planning and organizational skills needed. Conscientious self-starter with a demonstrated attention to detail and ability to follow through. Familiarity with social-networking sites (Facebook, MySpace, etc.) desired.
Applicants will be required to submit to a background check (via fingerprinting) if accepted for this internship.  

Please e-mail cover letter and resume to Samantha Liljestrom at sliljestrom@wishla.org.   
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