
INTERNSHIP POSITION:
Administration Intern (15-20 hours, unpaid)

Organization Description: 
Iowa International Center is a non-profit organization that exists to build cultural respect at home and around the world, one person at a time. Each year the Iowa International Center works with over 150 international visitors from more than 60 countries. Other programs include interpretation and translation services, international events and dialogues. More information is available at www.iowainternationalcenter.org. 

Internship Description: 
Immerse yourself in all functions and services at the Iowa International Center. From database management to event planning to researching potential opportunities for international visitors, this internship will equip you with real-world office experience and international know-how. Because you will be working at all levels of our operation, you will engage with a wide variety of programs and people through the Iowa International Center: such as our International Visitors Programs, ESL classes, community events, and much more. Master the nonprofit environment and expand your international connections through this one-of-a-kind internship!

Benefits & Opportunities:
· Gain real-world work experience and develop/enhance skills in the areas of program management, marketing, project management, research, problem solving and interpersonal communication
· Increase knowledge and appreciation of other countries and cultures
· Receive academic credit (pending your advisor’s approval) 

Position Description/Responsibilities:
· Assist with publicizing special projects and events
· Assist with general marketing and content development for our newsletters, website and blog
· Research local professional hosts for proposals and cultural activities, assist with agenda development and data tracking
· Help with event planning for special events
· Assist with scheduling and managing interpreter/client relations for translation/interpretation services
· Offer basic office assistance, including database management

Qualifications:
· College student seeking professional experience and/or academic internship credit
· Background in any of the following (but not limited to): international relations, international business, marketing, non-profit management, journalism/mass communications, information technology, political science, foreign language, finance
· Excellent verbal and written communication skills, including strong interpersonal skills
· Ability to be self-directed and work independently while also working as part of a team
· Ability to handle multiple tasks, set priorities and deadlines, and maintain accurate records
· Problem solving skills, including the ability to resolve conflicts and recommend an appropriate course of action
· Proficiency with Microsoft Office software; knowledge of databases a plus (FileMaker Pro and/or Salesforce specifically) 
· Cross-cultural living experience and/or knowledge of a foreign language preferred, but not required

Work Schedule:
· Internships occur during fall, spring, and summer semesters
· Must commit 15 hours per week; weekly schedule is negotiable and flexible

For consideration please submit a completed application, resume and cover letter to: 
Elyse Pate, Intern Manager
Iowa International Center
Merle Hay Rd., Suite 259, Des Moines, IA 50310
Phone: 515-282-8269, ext. 16  |  Fax: 515-282-0454
E-mail: epate@iowainternationalcenter.org




This application is for the following position(s):
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Application Deadlines: 
Fall semester – July 31
Spring semester – December 1
Summer – April 30
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☐Administration Intern
☐Graphic Design Intern
☐Global Language Program Intern
☐International Visitor Programs Intern
☐Marketing and Communications Intern

Note – if you are applying for multiple positions, please attach a separate cover letter for each indicating your specific qualifications.

Personal Information
Name:  ___________________________________________________     Preferred Pronouns: ______________ 
	
Address:  _________________________________________________________________________________

E-Mail:  _____________________________________________	Phone:  _____________________________	


Academic Information
College/University:  ____________________________________________________ 	GPA:  _____________

Year in school:  ________________ 	Major(s):  ________________________________________________


Availability
Semester applying for (circle):  	Fall	Spring	Summer

Indicate days and hours available (must be a min. of 15-20 hrs a week, between 9:00 a.m. – 5:00 p.m. in 3-4 -hour increments):
(M) ______________ (T) ______________ (W) ______________ (TH) ______________ (F) ______________

Earliest start date:  __________________________	 Latest end date:  __________________________


Academic Credit
If you intend to receive academic credit for this internship, please provide your advisor’s contact information:

Advisor’s name:  ___________________________________________	Phone:  ________________________


References
Please list name and phone number of two references. Indicate relationship as personal, work or school. We ask that you please limit to one personal reference:
1.  Name:  ________________________________________ 	Relationship: ___________________________ 

Phone:  ____________________________	E-Mail:  ___________________________________________

2.  Name:  ________________________________________ 	Relationship: ___________________________  

Phone:  ____________________________	E-Mail:  ___________________________________________




Additional Information (optional – responses can be included in cover letter)
What skills and or experience do you hope to gain from this internship? 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________


Why are you interested in working in the international field?  
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________


If you have additional information you’d like to include in your application, please include it here:
_________________________________________________________________________________________
___________________________________________________________________________________________________



Please submit this complete application, a cover letter, and your current resume to:
Elyse Pate, Intern Manager
Iowa International Center
Merle Hay Rd., Suite 259, Des Moines, IA 50310
Phone: 515-282-8269, ext. 16
	E-mail: epate@iowainternationalcenter.org
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