Congreso de Latinos Unidos

Marketing and Development Department

College Student Intern -- Job Description and Requirements
Main contact:  Liz Hayden, 215 763 8870, haydenl@congreso.net
216 W. Somerset Street

Philadelphia, PA  19133
Opportunity:

We are looking for an enterprising college intern who can help us with our development and marketing infrastructure, and who would like to learn about Congreso’s programs and the issues in the Eastern North Philadelphia community which affect Latinos and other community members.
About the department:
The Development and Marketing Department brings in resources to the agency and to the community of Eastern North Philadelphia by:

· Writing grants to government agencies, foundations and corporations for funding

· Partnering with corporations to obtain funding, volunteers, donations, internships placements for high school students
· Advocating with legislators to “earmark” funding for Congreso’s programs

· Promoting our work in the local, city, state and national communities through media, sponsorships, events and partnerships
· Connecting volunteers of all types to support programs and agency infrastructure
General duties:
· Conduct research for grants (research and compile background information on community needs and issues)

· Research funding prospects and write up summaries

· Assist with organizing donor, grant, volunteer and event files and lists

· Assist with marketing and design projects (brochures, website, reports, powerpoints, etc.)
· Assist with event organizing and media relations
· Assist in organizational or community meetings and summarize results
· Other special projects as needed
Requirements:

· B.A. or some college work completed

· Good writing and interpersonal skills

· Solid organizational skills

· Punctual and responsible

· Extreme attention to detail

· Ability to work independently and with a team
· Bilingual English/Spanish a plus but not required
