
 

INTERNSHIP PROGRAM JOB OFFER, ID: 5522

 

Starts at:

Ends at:

2019-08-30 - 2019-09-30

2019-10-30 - 2020-09-30

(Dates are flexible)

Total number of Full time employees: 9;

Annual Revenue: 0-3000 000;

NY193I
INTERNSHIP
2019

INTERNSHIP DESCRIPTION  
 

Position: Interns have the choice to in either our communications, fundraising or advocacy and 

programs department depending on their interests.

Number of students needed: 3-5

Job rotation: Yes.

Responsibilities and daily duties: This will be dependent on which department the intern takes: - 

Communications:  Researching social media trends and topics.  Drafting social media posts.  Drafting 

client clips.  Drafting press releases.  Creating visual and video content.  Creating gifs and memes.  

Creating posting schedules and plans.  Updating press database.  Following clients and monitoring their 

social media.  Running errands.  Staffing events. - Advocacy & Programs Intern:  Draft solicitations for 

clients.  Facilitate mail projects.  Attend non-profit, advocacy, labor union community organizing 

meetings and take notes.  Staff client events.  Make cold calls for donations on behalf of client 

fundraisers.  Complete research assignments as needed.  Draft one-pagers on prospective donors.  

Create social media posts and videos for clients.  Assist with ad-hoc administrative duties as needed. - 

Fundraising:  Event outreach.  Cold calling donors.  Building outreach lists for events.  Prospecting.  

Fundraiser event staffing.  Client call time note taking.  Data entry.  Ad-hoc administrative tasks as 

needed.  Collecting checks.  Staffing events.

Other information: Our intern program is unpaid, however we can assist with class credit. Our kitchen 

does have snacks and coffee / tea which interns are welcome to use. We also do ensure interns if they 

need to travel during their work hours would not have to use their own metrocards, including events 

they participate in.

Estimated h/week: 32+

REQUIREMENTS  
 

English rate: 9

Objectives: Again, this will be dependent on which department the intern decides they want to be in, 

but overall interns leave the program with a better understanding of NYC politics be it with elected 

officials, non profits, or labor unions.

Requirements (skills, experience, qualifications, etc.): English level / Attention to detail / Strong 

research skills / Professional phone etiquette and communication skills / Willingness to learn and team 

player. Minimum 3 months internship.



OTHER INFORMATION  
 

Benefits: During their internship, interns will participate in a variety of programs and events 

throughout the City, as well as one on one meetings with our staff and our clients.

Accommodation: Is not provided

Recommendations/contacts: Unfortunately, since we are a small firm our resources are limited so we 

cannot help with housing

  


