Community-Based Work Study Program Open Positions- Fall 2011
ACPPA Community Art Center

Position Title: Social Media Coordinator (1 Opening)
The ACPPA Community Art Center provides art and dances classes to Norristown area families. ACPPA’s main focus is to enrich the lives of children and parents through visual art classes that promote positive lifestyle choices.
The Social Media Coordinator will use social media sites as a powerful marketing tool for the community art center.
Specific duties include:

· Provide Facebook and Twitter updates for upcoming events
· Increase Facebook and Twitter followers
· Update Google calendar
· Update community calendars for local event sites
This position requires understanding of social media sites as an important form of marketing. Ideal candidate possesses well honed writing skills.
This position has flexible hours, though it is preferred that one shift be completed between daytime hours (anytime between 9-3) and one shift be completed during afternoon/ evening hours (anytime between 4-8).
City of Philadelphia Mural Arts Program 

Position Title: Community Mural Associate (2 Openings)
The City of Philadelphia Mural Arts Program unites artists and communities through a collaborative process, rooted in the tradition of mural-making, to create art that transforms public spaces and individual lives. The internship will be with the Community Murals Department at Mural Arts- the division responsible for creating large-scale murals throughout the city.
The Community Mural Associate will assist in building community relationships, maintaining project data, and ensuring that projects run smoothly.

Specific duties include:

· help organize community meetings 

· make sure the community process around the murals runs smoothly 

· collect data before, during and after the mural is done 

· will help organize a community advisory committee 

Qualifications:
·  A background in urban studies and an interest in art 

·  Good with the public

·  A good writer

·  Organized.

The city of Philadelphia Mural Arts Program is looking for a student who is available to work a minimum of 8-12 hours a week. The preferred hours are between 8:30AM and 5:30PM, Monday through Friday with occasional night meetings. The program is flexible about hours but would need someone who is able to work during the week.

Musicopia
Position Title: Program Intern (1 Opening)
Musicopia is a non-profit organization bringing educational music enrichment programs to schools and communities throughout the greater Philadelphia area, with a particular focus on geographical areas that lack adequate music programs. With the goal of inspiring a deep love and knowledge of music, Musicopia’s programs promote the transformative powers of music, the value of musical discipline and an appreciation of cultural diversity. The Program Staff works directly with Musicopia’s artists as well as schools and community organizations. 
The Program Intern will be primarily responsible for assisting Program staff in administrative and programmatic  capacities. 

Specific duties include:
Program Evaluation

· Aid in the distribution of evaluation materials to program participants

· Ensure collection of evaluation tools from schools and community organizations

· Attend programs to conduct on-site assessment of program

· Input evaluation results into online data collection tool to assist in grant reporting

· Produce an analysis of survey feedback for use in grant proposals and the reporting process 

Program Marketing
· Assist in copy development for e-marketing initiatives

· Aid in implementation of social media marketing plan utilizing Musicopia’s Facebook and YouTube pages

· Research and recommend potential markets to Program Staff

· Conduct oversight of Musicopia programming database, ensuring data accuracy

Qualifications: 
· Interest in music, marketing, non-profit, program administration
· Attention to detail

· Strong communication skills (both verbal and written)

· Technology literate and familiar with common troubleshooting procedures

· Great personality and self-motivated
Musicopia is looking for a student who is available to work 10 hours a week. All Musicopia employees work from home. Hours can be flexible, but 90% of time must be during the school day.
Montgomery County Community Action Development Commission (CADCOM)
Position Title: Community Service Assistant (1 Opening)
CADCOM is a non-profit social services agency, providing an array of services to low income families to assist them with greater economic self-sufficiency. The department of Asset Development focuses on two programs, the Family Savings Account Program and the Volunteer Income Tax Assistance Program. Both programs are designed to assist families in getting in better financial position for provide for the needs of their families.

The Community Service Assistant will be primarily responsible for assisting with the administration and outreach associated with our Asset Development (AD) programs, including Volunteer Income Tax Assistance (VITA) and our Individual Development Account (IDA) program.

Specific duties include:

· Provide assistance in the coordination and implementation of the AD Program 

· Provide follow-up calls and correspondence to program participants for workshop reminders and paperwork requirements

· Assist with marketing, promoting and recruiting for the AD program

· Contact speakers for financial literacy workshops and track client participation

· Assist with file updates and overall file management and other administrative duties as needed
Qualifications:

· Second or Third student with an expressed interest in working with efforts that impact on low to moderate income families

· Technology skills for data entry, maintenance and graphics

CADCOM is looking for a student who is available to work a minimum of 8-12 hours a week. The preferred hours are between 9AM and 5PM, Monday through Friday. There is flexibility with the actual time, based on the student’s availability.

Nationalities Service Center
Position Title: Administrative assistant/ Program aide (3 Openings)
Nationalities Service Center (NSC) is a non-profit that provides social, educational, and legal services to immigrants and refugees in the Philadelphia area.  We are seeking three students to work in three departments:  refugee/social services, education, and administration.  

The Administrative assistant/ Program aide will work with the Executive Director or Department Director, provide support with administrative and some program tasks.
 Specific duties include:

· Assist with general administrative tasks
· Research for special projects
· Track and measure volunteer time  and donations

· Help manage in-coming donations.

· Help market the new weekend ESL programming 

· Work as a teaching assistant in class for refugees

· Help recruit new volunteer teachers

This position requires:

· Ability to effectively use standard office equipment.

· Strong interpersonal skills as demonstrated by compassionate, cooperative, and professional interaction with diverse groups of co-workers, external business partners, and the community.

· Ability to operate a computer and use a variety of common software programs including Microsoft Office, spreadsheets, and customized databases.

· Strong written and verbal communication skills.

· Ability to work in a team structure. 

· Foreign language ability helpful.

· Interest in our mission, flexibility, and a good sense of humor. 

This position has a flexible Schedule.
National Adoption Center

Position Title: Program Assistant (1 Opening)

The National Adoption Center expands adoption opportunities for children living in foster care throughout the United States, and is a resource to families and to agencies who seek the permanency of caring homes for children.

The Program Department works together to support local and state funded programs. Signature programs include Wednesday’s Child Philadelphia, Wendy’s Wonderful Kids, Match Parties, Information and Referral, and the LGBT public awareness campaign.

The Program Assistant will assist with implementation and maintenance of the specifics programs, as well as family referrals for home study, child-specific recruitment activities, follow-up with prospective adoptive families, and outreach in the community.

Specific Duties include:

· Wednesday’s Child: Assist in attending Wednesday’s Child tapings, writing child narrative for media publication, register children on website, and manage child status

· Wendy’s Wonderful Kids: Assist in child case record reviews, attend child visits, manage child files, and attend outreach events

· LGBT Campaign: Research LGBT organizations, attend outreach events, research laws, and assist families in referrals to agencies

· Match Parties: Coordinate events, create printed materials, assist in managing events, and register families and children

· Youth Advisory Board: Assist in creating curriculum for meeting dates, assist in leading the board, encourage teens to participate, and assist in preparation for events.

The ideal candidate will have lots of experience with computers, and familiarity with professional office etiquette. Hours are flexible, but must be a full 12 hours, and two days a week, as presence is required for meetings and events.
Research for Action
Position Title: Intern (1-2 Openings)

Research for Action (RFA) bridges the worlds of research and educational policy and practice. For two decades, our mission has been to conduct rigorous studies – qualitative, quantitative and mixed-methods – designed to provide a broad range of educational stakeholders with the information they need to improve student outcomes and strengthen schools and communities. We work together with individuals and organizations at the local, state and national levels to promote educational reform that is effective, sustainable and equitable. 

The Interns have the opportunity to gain experience in arrange of disciplines, including qualitative, quantitative, and mixed-method studies in topic areas that span from pedagogy to policy. By conducting field work, analyzing data, and writing memos and reports, interns get a feel for both the rigorous demands of high-quality research and the rewards of contributing to areas of study that have a real impact on the field.  

 Specific duties include:

· Conducting fieldwork (assisting with interviews, transcribing, intern research, etc.)
· Analyzing data (attending research team meetings, coding, etc.)
· Writing memos and reports
Prior research experience and an interest in education are preferred, but not required. Candidates must possess attention to detail and be able to respond to quick turnaround and coordinate well with colleagues. Experience with quantitative data analysis is a plus, but not required.
In addition to your resume and the student application, students should also include a cover letter explaining your interest in RFA and highlighting any relevant experience and a writing sample 
This position requires a 12 hour per week commitment.  Schedule is flexible, but hours must be worked between regular business hours (9am - 5pm), Monday through Thursday.

The Women’s Medical Fund

Position Title: Access Counselor (2 Openings)
The Women’s Medical Fund is a small reproductive justice non-profit in Center City, Philadelphia. The Women’s Medical Fund’s mission is to ensure access to safe, legal abortion for low-income women and teens in Southeastern PA. They do so by raising funds from individual donors and disbursing it to women in need through their help line.
The Access Counselor will staff the Client Help Line.

Specific Duties include:

· Taking clients through a simple interview process and then providing information, referrals, financial assistance, and emotional support

· Documenting calls and then entering data into the Client Database

· Other daily administrative work as needed

· Potential work on other special projects as needed, including community outreach and education
This position requires a candidate who possesses a strong commitment to reproductive justice and the ability to work and assist people from diverse backgrounds in a supportive and non-judgmental manner. Other requirements include attention to detail and flexibility. Some experience in peer counseling or reproductive rights desired, but not required.

This position requires an 8 - 12 hour per week commitment.  Schedule is flexible, but hours must be worked between regular business hours (9am - 5pm), Monday through Friday.
Campaign for Working Families, a program of the Greater Philadelphia Urban Affairs Coalition 

Position Title: Tax Associate (3 Opening)

The Campaign for Working Families seeks practical ways to improve the economic status of working people in Philadelphia, so that working families have the opportunity to increase their income, wisely manage their finances, protect themselves from expensive financial services, and build assets. The Campaign for Working Families works to increase the economic viability of Philadelphia’s low income working households so that they can plan for stable, secure futures, and can fully participate in civic and community life.  

The Tax Operations and Outreach Assistant will assist with the strategic planning, set up, outreach and operation of free tax sites in Philadelphia. 

Specific duties include:

· Participation in tax preparation training 
· Obtain IRS tax certification at the Intermediate or Advanced Level
· Tax  Preparation
· Quality Review
· Administrative support to the site Management team.

Qualifications

· Strong written and oral communications skills

· Strong organizational skills

· Computer literate in word processing, spread sheets (data base desired but not required)

· Business major, accounting/tax experience or strong mathematical skills

· Comfortable in diverse settings of Philadelphians including different language communities, economic groupings and racial and ethnic communities

· Strong team player, flexible, responsive, able to change plans and work in a constantly shifting work environment

· Commitment to the mission of the Campaign for Working Families.
Hours are flexible. Students will work an average of 12 hours per week.
