
Internship Position Description 

Name of Organization: Position Title: 

Hourly Wage: Length of internship in months:  

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

$17.00 per hour Average Hours Per Week:  



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: House of Love Youth Homes, Inc.
	Position Title: _O8IGTVVMhynidVlgzoR*1w: Intern - Office Assistant/Secretary
	Average Hours Per Week:  _c6qpdGF8EBXZyuqC*OlBTA: 10
	Desired Work Schedule:  (list _TuDIJnriWAwZA0EapaG42A: 1st shift: Any time 8am-4pm Monday - Friday (in-person 100%)
	Address:_GVaSG0F3oC7vxYb7Fhgbqg: 6324 W. Fond du Lac Avenue, Milwaukee, WI 53218
	Supervisor Name: _2066uKYUNXybF6iKzt6Cvg: Julette Francis-Wade
	Supervisor Phone Number:_7uZM7Eszei44ac50SvuTYA: 414-630-8286
	Supervisor Email: _c-OQPM60ChT*NDv4mfz67w: julette.wade@house-of-love.org 
	Essential Duties and Responsib_H5ElY0Yn9*oAG-6*MaSc4Q: - Perform basic secretarial and/or clerical duties, such as systematically arranging letters, memoranda and invoices.- Operate basic office equipment- Sort and distribute mail and route incoming materials- Leverage computer and data entry skills- Perform related duties as required such as answering telephones and doing data entry- Develop communications- Produce results
	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: 
	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: Off
	Column1_0_ws-dBbxOaMEkGwvExIBCdw: 
	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: Computer will be provided in office for staff needs. Additional qualifications include: Data Entry Skills, Word Processing, Thoroughness, Supply Management, Organization, Typing, Attention to Detail, Decision Making, Informing Others, Internal Communications, Results Driven.House of Love Youth Homes, Inc. is a non-profit organization (501c3), incorporated in 2003, which prepares at-risk Milwaukee youth who are headed down the wrong path to go on to lead healthy, productive lives. We operate with the vision that every child and young adult in Milwaukee County can live in a nurturing environment where they receive the love, encouragement, education, and life skills to become self-sufficient, hopeful, and contributing members of their community. House of Love Youth Homes is one of only a handful of qualified organizations in our city that has been successful working with youth while they are in the system and are also positioned to serve them successfully during their transition to an independent living program when they become adults.
	Intercultural Knowledge and Co_0_WMpcsJcevzuOQ-a*bRa-TQ: Off
	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: Students will gain knolwedge of office and record-keeping practices and procedures, the use of office equipment, computer skills, and rules of English grammar and composition. Students will also enhance their ability to perform assigned duties with minimal supervision; follow written and oral
instructions and interpret them to others; perform arithmetic computations; compose letters,
reports and other written materials independently or as instructed; identify problems; and,
recommend and implement solutions.
	fc-int01-generateAppearances: 
	# of months: 8


