Summer Intern
Job Description 2017

The summer intern will work in a support position to the Executive Director and the Financial Director of the Greene County Foundation.  The Executive Director will be the intern’s immediate supervisor.  As a member of a small office with three part-time staff members, the intern will be expected to perform a wide variety of duties, which combined in total and with explanation and direction of the ED should serve to be a thorough and meaningful internship.  Duties to include but not limited to: 

[bookmark: _GoBack]1. General receptionist duties: answering the phone, taking messages, returning calls, opening and sorting mail, serving as the initial impression of the Foundation.  

2.  General administrative and clerical duties including updating of webpages, Facebook and FIMS software. 

3. Special projects- A number of special projects will be occurring throughout the summer which the intern will be involved in. 
   a. Update Scholarship files, 
    b Review pre 2006 fund folders and perform calculations to determine total dollars grants from each fund. 
   c. Identify and begin building a targeted donor marketing system. 
   d. Organize Collegiate sendoff and Amazing Tour
   
4.  Other duties as assigned. 


The position will be part time (20 hours a week), working between 8:30 – 4:30 pm.  Some evening work may be required.   

