Sample Position Description: Outreach Intern for Adult Literacy Classes
Organizational Background: The [name of learning center] offers free classes for new immigrants and refugees, as well as life-long Minnesotans, who are learning basic English, math or computer skills, or studying for the GED. 
Purpose of Position: To expand and support community engagement through outreach to prospective adult learners and/or volunteers; to raise awareness of the programming at [name of learning center]. This is an unpaid internship position.  
Qualifications: 


· Excellent interpersonal, written and verbal communication skills
· Dependable, prompt and able to maintain confidentiality
· Basic computer, Internet, and MS Office software skills
· Reliable transportation
· Experience with online social media (Facebook/Twitter)

· Experience with adult literacy programs is preferred, though not required
Training:  Attend orientation with program staff and organization-wide staff meetings; observe classes and attend tutor training. [Many programs require that outreach interns observe classes and complete an online or in-person tutor training to become familiar with the experiences of learners and/or volunteers.]
Location: [Learning center address] 

Time Commitment:  One to two days per week totaling 5-10 hours. Schedule will be determined upon start.  
Responsibilities include:

· Work cooperatively with staff to create and execute a volunteer and/or student recruitment strategy for targeted classes [list the classes you would like the intern to promote] and build capacity for future outreach efforts
· Connect with other nonprofits, community groups and employers to increase our school’s profile and facilitate reciprocal referrals
· Create/enhance communications materials and consult with staff on communications projects, including Facebook posts, brochures, class flyers, and targeted informational materials
· Participate in meetings to share project updates and learn more about the learning center
· Represent the learning center at community festivals and other outreach events

· Write and submit articles to local newspapers about the impact of adult classes and/or the importance of volunteers
· Assist with planning and preparing for the annual learner celebration 
· Negotiate schedule with staff; arrive promptly when scheduled

Benefits: 
· Build marketing, communications, and public relations skills.
· Utilize social networking tools in a professional non-profit setting.

· Learn more about literacy-related issues in the Twin Cities.
· Gain experience in the fields of education and community outreach.
· Participate in trainings to learn about the impact of Adult Basic Education.
· Ideal for college students seeking internship credit or professional experience.
This position is open until filled. To apply, email or mail cover letter and resume to:

[Names and contact info for volunteer coordinator and supervising staff]
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