INTERNSHIP OPPORTUNITIES AT CASA LATINA

Organization Description: CASA Latina is a non-profit community-based organization located in Seattle, WA, primarily providing services to the Latino immigrant population. The Day Workers’ Center works to facilitate communication between Latino day workers and their employers, to ensure a profitable, safe and secure work environment for all. The Fundraising department’s efforts support all the programs of CASA Latina. For more information, please visit our website: www.casa-latina.org.
I. Fundraising Internship 
Hours: Flexible, 15-40 hours/week
Job Description: Fundraising internships at CASA Latina can take a variety of forms, depending on your interests and past experiences as well as what currently happening at CASA Latina. A fundraising internship is a great resume builder and is applicable to many different degree programs. It can help you develop your communication, business, computer, and administrative skills, as well as teach you how to become comfortable with the “ask” that is a vital component of work in politics and business, as well as the non-profit and public sectors.

Potential projects could include: 

· Appeal letter preparation

· Donation tracking and acknowledgement

· Auction donation procurement coordination

· Database improvement and data entry

· Event Coordination

· Design of promotional materials (newsletter, cards, annual report, website)

· Volunteer coordination 

Requirements:  Fundraising Interns are expected to have good writing, computer, and phone skills. Spanish proficiency is not required. A three-month minimum commitment is requested.

II. Day Workers’ Center Internship
Hours: 10-40 hours/week; Center hours are 6:00 am- 11:00 am Mon- Fri, 7:00 am- 12:00 pm Sat

Job Description: As an intern at the Day Workers’ Center, you will be in contact with the workers and the employers. You will provide communication and general community resource information in busy environment. Responsibilities include:

· Speaking with employers on the phone and in person 

· Coordinating the volunteers who answer the phone at the Center 

· Providing information on where workers can find shelters, clinics, legal assistance 

· Data entry in the Center database program 

· Aiding the Center staff with computer work, helping them enhance their computer skills 

· Publicity development for the Center, creating flyers and materials

· Helping to maintain the Center’s member ID system 

Requirements: Workers’ Center Interns are required to have basic conversational knowledge of Spanish, as the common language at the Center is Spanish. A two-month minimum commitment is also requested. 

CASA Latina Internship Application
Date: _______________ 

I am applying for:

________Day Worker’s Center Internship

________Fundraising Internship

NAME: _________________________________________________________________ 

ADDRESS:______________________________________________________________TELEPHONE Home:_______________ Work: ________________ Cell: ____________

Best time to be reached: _____________ E-MAIL: ______________________________ 

School Name: ___________________________________________

Requirements for internship (please list a detailed description of all school internship requirements):

________________________________________________________________________ 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Internship Start date:_______

 Internship End date: ______________

Internship Credits:  ________ 
 Internship hours per week:  __________ 

Days & Times Available:  

Mon.______ Tues.______ Wed.______ Thurs. ______ Fri.______ Sat. ______

REFERENCES

Please write down the name of three people who can tell us about your energy, responsibility, and ability to relate to people of different economic and social classes. 

NAME, RELATIONSHIP, TELEPHONE NUMBER, and BEST TIME TO REACH

1.- _______________________________________________________________________

2.- _______________________________________________________________________

3.- _______________________________________________________________________


¡gracias! 
We look forward to your participation!
WE WOULD LIKE TO KNOW MORE ABOUT YOU AND YOUR EXPERIENCE!

Educational Background and Employment Experience

Social Justice Work

Spanish speaking, writing or reading abilities
Other clubs or organizations you are active in; also any other skills you would like us to know about?
Describe your experience with people of ethnic, racial or economic backgrounds different than your own.

Why do you want to intern at CASA Latina?

What would you like to learn from this experience?

Please mail or e-mail a copy of this form with your resume to Araceli Hernandez: 

Araceli Hernandez  


OR

araceli@casa-latina.org


Program Director

CASA Latina

220 Blanchard St.

Seattle, WA  98121

