
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: The Gathering of Southeast WI
	Position Title: _O8IGTVVMhynidVlgzoR*1w: Program Assistant Intern
	Average Hours Per Week:  _c6qpdGF8EBXZyuqC*OlBTA: 10
	Desired Work Schedule:  (list _TuDIJnriWAwZA0EapaG42A: Flexible schedule Monday through Saturday opportunites to engage with our Meal Program 
Monday - Friday - 8 - 11 or 11 - 3 
Saturday - occassional 9 - 1 schedule to be determined based on availability of intern
This is a 90%  in person position as the work is hands on 
	Address:_GVaSG0F3oC7vxYb7Fhgbqg: Office 804 E Juneau Ave Milwaukee, WI
Mealsites 1300 W. Fond du Lac, 2661 N. 53 St, 1236 S. Layton Blvd, 
	Supervisor Name: _2066uKYUNXybF6iKzt6Cvg: Lyn Hildenbrand
	Supervisor Phone Number:_7uZM7Eszei44ac50SvuTYA: 414-467-2182 cell
	Supervisor Email: _c-OQPM60ChT*NDv4mfz67w: lyn@thegatheringwis.org
	Essential Duties and Responsib_H5ElY0Yn9*oAG-6*MaSc4Q: We are seeking a part-time Program Assistant Intern to provide program support to our Breakfast, Lunch, Dinner and Volunteer programs.  The Program Assistant will play an integral role in supporting The Gathering's mission and providing feedback and guidance to the team, as she/he learns and understands the work of The Gathering. You will assist with the day to day operations at the meal site, while determining ways to connect the greater community to The Gathering. You will have the opportunity to co-create your position. See a need? Want to tackle a project in a different department or area?  We are looking for quick-thinking, flexible team member who will help us find innovative ways to take The Gathering to the next level. You will be an integral member of a small forward-thinking team who is laser-focused on making an impact and assisting as many people as possible by providing meals and associated services to all who come to our doors.
 
-Intern will need to have access to a/their laptop for use during their work
-Hands on learning at the meal sites and office
-Conducting research, preparing reports, and drafting posts. 
-Performing project-specific outreach to nonprofits and other external partners. 
-Assisting with meeting and event planning and organization. 
-Contributing to and helping to maintain/enhance The Gatherings social media and networking presence. 
-Volunteer recruitment 
-Mentorship and Training opportunities  
-The opportunity to develop a project and run with it
 

	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: At least two years of post-secondary education, including but not limited to coursework in; Education, Sociology, Psychology, Social Work, or similar. 
Passion for Milwauke'ss vulnerable communities— finding creative solutions to meet the needs of those we serve.  
	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: We're looking for an intern to possess a go-getter attitude. A big plus if you share a passion in the empowering others, marketing industry and professional development; Interest in the nonprofit sector; passion for social issues related to hunger and food insecurity and for helping others in need. We are a small nonprofit, doing BIG things! We're looking for a motivated young professional to join our team!  You will learn how to put your knowledge and skills into practice, about the benefits of networking, how to understand workplace culture, how to utilizie your enthusiasm,how important good communication is, and some of the benefits of taking on feedback..  
	fc-int01-generateAppearances: 
	# of months: 12


