Federal Work-Study Internship
Program Job Description Form
Name of Organization:

Position Title:

Nearby Nature Milwaukee

Staff Assistant

Hourly Wage:

$14.00

8-10

Average Hours Per Week:

Desired Work Schedule:
(list ideal work days and times of the week for this position)
Weekly staff meetings are currently Mondays, 11 am to Noon. Work hours are flexible. Our youth after school programs generally
function between 4 pm to 5:30 pm weekdays. We usually have recreational and service outings on Saturdays, once or twice per month.
Ability to attend at specific times is not a prerequisite to this position

Address:

Currently all our staff are working from home and in the field as needed.

Supervisor Name:

David Thomas

Supervisor Email:

david@thomerwald.net

Supervisor Phone Number:

414-810-2286

Essential Duties and Responsibilities:
Nearby Nature Milwaukee is a small, emerging non-profit engaged in building engagement in outdoor activities and exploring the
natural world. Our ideal candidate would be able to join the team and recognize their own talents and skills and how to best use them.
Activities could include but would not be exclusive to:
- Attending weekly staff meetings to provide support to staff needs.
- Providing support for social media and web content generation.
- Community engagement and outreach to specified potential partner agencies.
- Researching potential community partners and doing data entry
- Assisting staff in conducting community programming which includes youth environmental education and adult outdoor recreational
and community service events.

Required Qualifications:
Knowledge, Skills, and Abilities (check all that apply)
Presentation and Public Speaking Skills

✔

Verbal Communication

✔

Microsoft Office Skills (Word, PowerPoint)

✔

Problem Solving

Adobe (Photoshop, Illustrator, InDesign)

✔

Flexibility/Adaptability/Creativity

✔

Detail Orientation

✔

Organizational Skills

✔

Initiative

Customer Service Skills

✔

Written Communication

Multi-tasking

✔

Ability to Work Independently

✔

Ability to Work in a Team

Provide other required qualifications or information on this position:
- Applicants should have the ability to travel to and within our service area either by bus or personal transportation.
- Applicants should be able to communicate via phone, text and email with team members and respond to requests in a
timely manner.
- Applicants must be able to maintain a personal calendar and be reliably prompt in attending meetings and events at
which they have agreed to participate in.

Skills/Experiences Gained from this Position:
Check off the UWM Shared Learning Goals in which students will gain knowledge, skills, and abilities. Please check all that
apply below.
Critical Critical and Creative Thinking Skills
✔

Student employee will be able to adapt and apply skills, abilities, theories, or methodologies gained in one
situation to new situations to solve difficult problems or explore complex issues in original ways.

Effective Communication Skills
✔

Student employee will be able to meaningfully articulate how experiences outside of the formal
classroom deepens their understanding of fields of study and broadens their points of view.

Intercultural Knowledge and Competence
✔

Student employee will be able to articulate insights into their own cultural rules and biases.

Individual, Social, and Environmental Responsibility
✔

Student employee will be able to provide evidence in civic-engagement activities and describe what they
have learned about themselves as it relates to a reinforced and clarified sense of civic identity and
continued commitment to public action.

Please describe other skills/learning outcomes students will develop in this position:
Students should improve their ability to communicate effectively person to person. Students will have the
opportunity to develop presentation and public speaking skills. Students will learn the inner workings of a small
non-profit organization and understand how successful service and program development and delivery is essential to
our operations. Students will have an opportunity to learn skills in content development and publishing for web and
social media.

