TITLE: Non-profit Management Intern

Department: All
Classification: Intern

Reports to: ACTE Internship Coordinator, Leadership Director, Chief Financial and Operations Officer
Supervises: N/A

Budget Responsibility: N/A 
SUMMARY OF RESPONSIBILITIES:

With primary emphasis on leadership and administration, assist ACTE Leadership and Operations staff with Association management.
ESSENTIAL FUNCTIONS:

1. Provide administrative assistance and support to leadership director.

2. Provide administrative assistance and support to Operations staff.

3. Assist at all levels of Association activity, including ACTE Store, ACTE Excellence Awards, communications and policy, as scheduling allows.
4. Assist staff with administration of seasonal events, including Annual Convention and National Policy Seminar.
Working Relationships:

Internal: All ACTE staff.
External: ACTE board members, state associations, Region and Division content contributors and officers, outside service contractors.
OTHER FUNCTIONS:

EXPERIENCE, SKILLS AND QUALIFICATIONS:
1. High school diploma and at least one completed year of postsecondary education in a certificate or associate degree program pertaining to non-profit management or administrative support services.

2. Familiarity with MS Office Suite.

3. Exceptional interpersonal and customer-service skills, capable of functioning alone or as a team member.
4. Ability to learn new skills and concepts quickly and apply them to working tasks.

5. Experience solving problems intuitively with limited supervision.
EXPECTATIONS FROM POSITION:
The selected candidate will serve primarily under ACTE’s leadership director and various staff, as needed, in other departments for an approximate 15-week period during either academic semester, or 30 weeks if accepted for the full academic year, for a mutually agreed upon weekly average of hours. In that time, the accepted candidate will have gained practical experience in working in a non-profit environment at all levels, from liaising with Association officers to supporting member services, and learned skills necessary for success in a non-profit management or administrative career.
