



Personnel – Job Descriptions

Job Title:  Special Events & Development Intern
Status:  Part Time Temporary
Summary:  Responsible for assisting Camptown staff in promoting, and implementing all aspects of fundraising including donor and public relations, direct mail appeals, and special events.
Opportunities for Professional Growth: This role allows a high energy intern to learn about the fast-paced world of an entrepreneurial non-profit organization. This internship could be renewed for multiple terms and could grow into a full-time hourly or salaried role after graduation. As part of a collaborative team, interns will receive ongoing feedback and coaching to grow professionally and personally. Regular check-ins with the executive director will provide tailored support for the intern, making it a positive experience for all. Deliverables created for the internship can be used for student portfolios. We are open to supporting for credit internship requirements.

Schedule Expectations: In the summer, this role is primarily weekdays within 8am-5pm. In the fall and spring semesters, some evening and weekend responsibilities will be required. We are open to discussing scheduling needs for the right candidate.
Essential Duties and Responsibilities: include the following but are not limited to the job specification contained herein. This role requires in-person work and some projects may be completed remotely.  Additional duties or job functions that can be performed safely may be required as deemed necessary by the Executive Director or supervising Director.

General

· Process donations and prepare acknowledgement letters and other correspondence.

· Update and maintain donor database records (including learning use of DonorSnap platform)
· Identify and pursue new sources of corporate and foundation funding. 

· Create monthly fundraising reports and other database reports as requested.

· Identify and conduct preliminary research on prospective corporate, foundation, and individual donors.

· Coordinate production and mailing of scheduled and non-scheduled appeal letters.

· Prepare and mail year end acknowledgement and tax credit letters.

· Prepare media materials for distribution (i.e. copying, filing, mailing, e-mailing) including use of Delivra email management platform.
· Assemble media and donor materials as requested.

· Maintain Evaluation Statistics, Summaries, and photos. 

Grants

· Research evidence for programs/proposals, Identify potential funders 

· Write proposals and produce accompanying documentation

· Follow up with funders, prepare acknowledgement letters

Special Events

· Responsible for communication and marketing in support of special events.

· Coordinates guest lists, food service arrangements, menu planning, table set up, name tags, and staffing.

· Responsible for design and production of invitations, event brochures and other printed materials.

· Make appointments and call on prospective sponsors. 

· Solicit and secure auction and raffle items.

· Responds to inquires from public about events. 

· Recruit, direct and recognize volunteers for special events.

Supervisory Responsibilities:  This position does not have any supervisory responsibilities. 

Qualifications:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and Experience:  High school diploma or general education degree (GED) is required.    

Computer Skills:  Ability to use computer applications such as e-mail, Windows, MSWord, Excel, Power Point and Publisher.  

Language Skills:  Ability to read and comprehend simple instructions, correspondence and memos.  Ability to write action plans and simple correspondence.  Ability to effectively present information one-on-one and in small group situations to client partners, existing and prospective sponsors, Camptown Board of Directors, volunteers, and other employees as necessary.

Mathematical Skills:  Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions and decimals. Ability to calculate figures and amounts such as discounts, interest and commissions.  

Reasoning Ability:  Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardizes situations.

Physical Demands: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  While performing the duties of this job, the employee is frequently required to sit, talk or hear.  Specific vision abilities require by this job include close vision, distance vision, color vision, peripheral vision, dept perception and ability to adjust focus.  

 Other requirements:  A valid Indiana driver’s license with a good driving history is required.  Complete successful criminal background and drug testing. 
Employee Signature: _________________________________
Date: ________________   
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