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Intern Executive Assistant

Post Start Date: July 1, 2010

Position Description: 
This unpaid internship position is ideal for someone who is interested in pursuing a career in the not-for-profit sector and seeing firsthand how they are run administratively.  This position is primarily administrative, but will include some logistical coordination for programs.  

The primary aspect of this internship will include working directly with The Executive Director and the Associate Director of the newly formed Mariposa DR Foundation.  The Executive Assistant Intern will and be involved in all aspects of running a small international non-profit, including attending various meetings, events and daily operations.  
Administrative duties of this position will include but are not limited to:

· Bookkeeping and Accounting - Assisting the Executive and Associate director with all bookkeeping and accounting including tracking daily transactions and creating monthly reports.

· Fund Development – create fund development materials including donation forms, and ads for fundraisers.  Assist with maintenance of donor database.  Tracking monthly donations and producing thank you notes.

· PR/Marketing – Assist with creation and production of all marketing materials.  

· Volunteer Coordination – Create and maintain summer volunteer files
· Programs - duties of this position may include tasks such as logistical coordination and arranging of transportation for summer camp or girls group excursions.
Previous experience in the field of non-profit administration is a plus, but not required.    B.A. from a top university.  Fluency in Spanish not required but a plus.  Excellent computer, writing and organizational skills are crucial for this position. 
This is an unpaid position and the intern will be responsible for covering all monthly expenses while they are posted in the Dominican Republic.  For a fee we can arrange housing, please contact us for details.

To Apply please send a resume and two letters of recommendation to info@mariposadrfoundation.org
