
Federal Work-Study Internship 
Program Job Description Form 

Name of Organization: Position Title: 

Hourly Wage: Average Hours Per Week:  

Desired Work Schedule:  
(list ideal work days and times of the week for this position)

Address:

Supervisor Name: Supervisor Phone Number:

Supervisor Email: 

Essential Duties and Responsibilities: 

Required Qualifications: 

Knowledge, Skills, and Abilities (check all that apply)

Verbal Communication

Microsoft Office Skills (Word, PowerPoint)

Adobe (Photoshop, Illustrator, InDesign)

Detail Orientation

Initiative

Written Communication

Ability to Work Independently

Ability to Work in a Team

Presentation and Public Speaking Skills

Problem Solving

Flexibility/Adaptability/Creativity

Organizational Skills

Customer Service Skills

Multi-tasking



Provide other required qualifications or information on this position: 

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 meaningfully articulate how experiences outside of the formal 
classroom deepens their understanding of fields of study and broadens their points of view.

Effective Communication Skills

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: 

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.

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

Intercultural Knowledge and Competence 


	Name of Non-Profit Organizatio_CNdUKSUvbalT6Hd6z4g9MA: Future Urban Leaders Foundation
	Position Title: _O8IGTVVMhynidVlgzoR*1w: Youth Programs Engagement Internships - 2 Available
	Hourly Wage: _Lylv22YgwdkSQfr19rT4jQ: 10.50
	Average Hours Per Week:  _c6qpdGF8EBXZyuqC*OlBTA: 13 - 15
	Desired Work Schedule:  (list _TuDIJnriWAwZA0EapaG42A: Monday - 6pm - 8 pm (Remote)
Tuesday - 3 pm - 6 pm (MCP Lloyd Campus)
Wednesday 3 pm - 6 pm (Seton East Campus)
Thursday 3pm - 6 pm
Saturday 10 am - Noon

	Address:_GVaSG0F3oC7vxYb7Fhgbqg: We have 2 openings for After School Program Interns who will split time between our two after school programs and working remotely.

***Please note we are following strict CDC guidelines and will need interns to be flexible in shifting to a total virtual format when deemed necessary. We require all interns to follow our mask and social distancing policies as well and we will require proof of COVID vaccination to be considered.
	Supervisor Name: _2066uKYUNXybF6iKzt6Cvg: Lakesha Jones
	Supervisor Phone Number:_7uZM7Eszei44ac50SvuTYA: 720.508.9996
	Supervisor Email: _c-OQPM60ChT*NDv4mfz67w: ljones@futureurbanleaders.org
	Essential Duties and Responsib_H5ElY0Yn9*oAG-6*MaSc4Q: The intern will be responsible for assisting with the program department's youth Apprentice and Interns programs. The intern will be responsible for assisting in outreach, implementation and administration of STEM, STEAM, Arts and Humanities, Entrepreneurship, Life Skills, and Health and Wellness programming.

We are currently looking for 2 dynamic individuals who are...

Experience or strong desire to working with underserved and marginalized youth in grades K4 - 8th grade. Passionate about youth development

- Dedicated to the mission of Future Urban Leaders

- Able to build rapport with youth, families, staff and volunteers

- Willing to wear many hats and have many responsibilities - Detail oriented and able to multi-task

- Positive attitude and team player.

- Professional and punctual

- Enjoys working on a diverse team

- Committed to doing what it takes to get the job done 

Major job duties include:

- Support with the planning and execution of Apprentice and Interns youth programs - Leading or supporting Future Urban Leaders career readiness and college prep workshops and Student Advisory Board meetings.

- Lead service learning projects with the support of other staff

- Leading debriefs before and after each project or activity as needed

- Maintain and enter data onto Google Drive and Student Data Tracking Software (training provided)

- Maintaining a safe and supportive environment for all youth

- Ensure program rules are being followed

- Participate in weekly staff meetings

- Supporting on all major service learning projects, leading youth by example

- Actively participate in all projects and games

- Help promote events and program through flyers, phone calls or other mediums.

- Assist team with academic tutoring and lesson planning 

- Assist team with student advising materials

Standards for Professional Performance:

1. Maintain professional standards of performance, punctuality, demeanor and appearance at all times.

2. Adhere to Future Urban Leaders respectful style of modeling, coaching, and intervention with youth to promote high standards of youth behavior.

3. Perform tasks and responsibilities in a complete and timely manner, complying with the Future Urban Leaders policies and standards and conforming to the scheduling requirements of the job. Keep record of all receipts, time sheets, and contact information.

4. Maintain a creative, team-building, cooperative approach to job performance and seek to bring a positive, constructive problem-solving orientation to all tasks.

5. Maintain an awareness of Future Urban Leaders mission and work to promote the positive individual and social change goals it embodies.

6. Actively strive to upgrade professional skills through engaging in appropriate professional training and experience if made available.
	Knowledge, Skills, and Abiliti_0_wepkBcqs3wM3Xd-rbK8-8Q: Yes
	Knowledge, Skills, and Abiliti_1_wepkBcqs3wM3Xd-rbK8-8Q: Yes
	Knowledge, Skills, and Abiliti_2_wepkBcqs3wM3Xd-rbK8-8Q: Yes
	Knowledge, Skills, and Abiliti_3_wepkBcqs3wM3Xd-rbK8-8Q: Yes
	Knowledge, Skills, and Abiliti_4_wepkBcqs3wM3Xd-rbK8-8Q: Yes
	Knowledge, Skills, and Abiliti_5_wepkBcqs3wM3Xd-rbK8-8Q: Yes
	Knowledge, Skills, and Abiliti_6_wepkBcqs3wM3Xd-rbK8-8Q: Yes
	Knowledge, Skills, and Abiliti_7_wepkBcqs3wM3Xd-rbK8-8Q: Yes
	Column1_0_ws-dBbxOaMEkGwvExIBCdw: Yes
	Column1_1_ws-dBbxOaMEkGwvExIBCdw: Yes
	Column1_2_ws-dBbxOaMEkGwvExIBCdw: Yes
	Column1_3_ws-dBbxOaMEkGwvExIBCdw: Yes
	Column1_4_ws-dBbxOaMEkGwvExIBCdw: Yes
	Column1_5_ws-dBbxOaMEkGwvExIBCdw: Yes
	Provide other required qualifi_6n-YyeLd167-uyXNjW7x*A: 
	Intercultural Knowledge and Co_0_WMpcsJcevzuOQ-a*bRa-TQ: Yes
	Critical and Creative Thinking_0_9QIGLyopcjuOMbytb*Tiew: Yes
	Effective Communication Skills_0_wvDNoUOBVGMJeZPn8V*WOQ: Yes
	Individual, Social, and Enviro_0_jwE8DVBsLgy00mCjoY26ZQ: Yes
	Please describe other skills/l_UR*owBoNyUBaxsBRW4*ylQ: These positions are perfect for anyone wanting an experience leading elementary age children in an after school learning environment. Interns will 
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