Latino U Access Intern, White Plains, NY
The Organization: ​Latino U College Access, is a 501(c) 3 non-profit organization in Westchester County whose mission is to increase college enrollment and graduation rates among First Generation Latino youth. The organization opened its doors in 2012 and will be celebrating its 6th Anniversary in October 2018. Partnering with local school districts, postsecondary institutions, and corporations, Latino U brings its programs directly to students and families through financial aid workshops, college information sessions and by selecting a group of high achieving Latino high school students each year who are matched with a volunteer college coach who assists with their college application process. 
Position Description: ​Latino U is seeking a spirited Program Intern to support the implementation of Latino U’s educational programs and events with students, families, and community members. ​The Program Intern will work closely with the Latino U Program staff to facilitate an engaging and rewarding experience for Scholars who attend its programs. This position offers a unique opportunity for a future non-profit or education professional to gain experience working directly with constituents and participating in all areas of program development and implementation​. The Program Intern will also receive hands-on experience and training in all aspects of non-profit management including the operational, administrative, programmatic, and development activities of a growing education and youth development organization. 

Desired Class Level: Sophomore, Junior, Senior
Position Type: Winter/Spring Semester – flexible depending on schedule.Eligible for academic credit  
Responsibilities  
· Contribute to Latino U College Access program delivery by directly supporting Program Managers 

· Participate in the development of new programs to be delivered to students and families 

· Assist with the preparation of program materials for events, including flyers, handouts, registration and attendance lists, and other event-specific supplies 

· Attend and support several evening events per semester as necessary at White Plains office and partner locations in Ossining, Sleepy Hollow, and White Plains.  

· Contact students and families directly by phone and email to collect RSVPs and track program attendance 

· Manage data in order to analyze program impact and make informed changes to programming as needed 

· Opportunities to pursue areas of personal interest related to program activities; reasonable flexibility to allow the intern to gain experience in specific areas within the scope of programming.  

· Provide other administrative and operational support as requested 

· Qualifications 

· Undergraduate/graduate status at an accredited college or university; working toward degree in fields including but not limited to non-profit management, business, public policy, or education  

· Strong verbal and written communication skills; able to effectively represent the organization when communicating with diverse groups of partners and constituents

· Proficiency in Google Drive, especially Docs and Sheets. High level of computer fluency strongly preferred. 

· Extremely detail oriented and capable of accomplishing tasks with high degree of accuracy  

· Flexible and capable of managing multiple projects and adapting to different roles as necessary 

· Bilingual Spanish/English a plus  

· Enthusiasm for the mission of Latino U and the students we serve 

Training Provided:
Interns are provided orientation and training on their first day. Training is tailored to the intern position. Interns are invited to attend professional development opportunities (including but not limited to conferences, webinars, and workshops). Supervision and mentorship is provided by Executive Director. Bi-weekly status meetings are held with Executive Director.

Learning Outcomes:
Communication, Leadership, Team Work Ability, Adaptability, Creativity, Cultural Awareness, Organization/Operations, Knowledge of the Career/Field. Interns will learn firsthand about the development and growth of a new social enterprise. Interns will demonstrate the ability to apply knowledge and skills related to their major or career interest. Interns will also become familiar with functioning in and professional workplace environment.

