
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: Literacy Services of Wisconsin
	Position Title: _O8IGTVVMhynidVlgzoR*1w: Special Events and Outreach Intern 
	Average Hours Per Week:  _c6qpdGF8EBXZyuqC*OlBTA: 10
	Desired Work Schedule:  (list _TuDIJnriWAwZA0EapaG42A: Flexible! Most events occur on weekday evenings or during the day on the weekends. In-person office work hours at our downtown Milwaukee Center are flexible, but Tuesdays / Thursdays between 9am and 5pm are preferred. Work from home hours may be completed at anytime as long as work is completed in a timely manner. Approximately 75% of the intern's time will be spent at on-site events or in the office and 25% of work can be completed from home.
	Address:_GVaSG0F3oC7vxYb7Fhgbqg: 555 N Plankinton Ave.
	Supervisor Name: _2066uKYUNXybF6iKzt6Cvg: Madison Olig
	Supervisor Phone Number:_7uZM7Eszei44ac50SvuTYA: 414.369.2749
	Supervisor Email: _c-OQPM60ChT*NDv4mfz67w: Madison@literacyservices.org
	Essential Duties and Responsib_H5ElY0Yn9*oAG-6*MaSc4Q: The Special Events and Outreach Intern will help on-site with a variety of community events throughout the 2023-24 school year. Community events are an important part of Literacy Services’ mission to partner with motivated adults to provide access to quality foundational education and skills training so individuals can improve their lives, enrich their families, and strengthen our community. The intern may be responsible for staffing resource tables and explaining LSW’s services to community members, working with volunteers to cover events they themselves cannot attend. Most events occur on weekday evenings or during the day on the weekends. The intern must have a reliable form of transportation for this position in order to attend events throughout our service area. Main duties include:- Managing requests for LSW to attend small community events and resource fairs, working with the supervisor to decide on what events to attend- Staffing LSW resource tables at events and explaining services provided to the general public- Coordinating with LSW volunteers to cover resource tables or other event duties - Recruiting and training volunteers to work outreach events- Researching community events and reaching out to event organizers- General office work during slower periods such as front desk support, organizing, and copyingPossible duties based on time availability and interest / field of study may include:- Creating marketing materials for events, digital, print and social media- Impact studies and presentation creation- Completing tutor training and working with a student 1-2 hours per week - Researching, planning, and executing small fundraising or volunteer engagement opportunities- Use of a second language at outreach events or translation of outreach materials- Students that stay through spring semester will also have the opportunity to support our annual fundraising dinner last held at American Family Field
	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: 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: Off
	Provide other required qualifi_6n-YyeLd167-uyXNjW7x*A: Reliable transportation is needed for this position in order to attend events throughout our service area. Some evening and weekend availability is required.Must be willing to work with all individuals regardless of their cultural, religious, socioeconomic, and ideological backgrounds. Experience working with diverse teams and communities preferred.
	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: This is a great opportunity for students looking to go into education, higher education, nonprofit work, local government, or communications and marketing. The intern will have the opportunity to network with many nonprofit and public agencies through community events. Interns can also gain the following:- Experience communicating with clients from diverse backgrounds- Volunteer recruitment and management skills- Event coordination skills- Community partnership / relationship building skills- Marketing and communication skills- Public speaking skills - Adult education instructional skills- A broad network of contacts within the nonprofit and public sectors in Milwaukee and Waukesha Counties
	fc-int01-generateAppearances: 
	# of months: 9


