International Council of Central Florida

INTERN JOB DESCRIPTION

ICCF is a non-profit 501c3 working on the International Visitor Leadership Program for the US Department of State.  ICCF received over 120 international dignitaries on 20 programs in fiscal year 2009. 
The ICCF intern is responsible for 5 major things; communication, proposal writing, program development, office filing, and membership coordination. 
1. The intern will be in charge of communication within the office

· Management of the phone system for ICCF, this will include the greeting “Hello, ICCF this is _______ how may I help you.”  Keeping of phone messages including time, date, name, number, and reason for call.  This information is to be kept on a phone pad only. 
· You are also to maintain e-mail communication with local and State Department contacts during the week, as well as update a blog with ICCF accounts that will be provided to you. Email should be checked a minimum of (1) once a day when not in the office.
2. The intern will be responsible for assisting on programs which include researching and writing proposals on projects of interest to the intern from among the list of projects on the IVLP program website. The intern will coordinate all office functions as to the duties of programming. The intern will be involved in everyday managing and running of an office. Interns report to the Program Director and Executive Director.
3. The intern will be responsible for program research and background information on local contacts.  This will include all data that the Executive Director or Program Director deems pertinent. Background includes local county data and biographical information. This will be done with the direction of the Director on guidelines. The intern will also be responsible to escort the dignitaries to designated meetings and events as necessary. 
4. The intern may be responsible for documentation indexing; this includes scanning files from recent and historical programs into the computer system.  The intern will make sure that all information will be placed in the proper files on the computer and care will be taken that historical data is entered correctly and contact data is placed right in the 
5. The intern will be responsible for working with staff on member events and functions. The intern may also be expected to enter membership information into the eCIV system.  Simply inputting member information into the forms provided and update any payment information that is applicable. All resource information as well as past program information will be stored in this program.  
Throughout the course of the internship the intern will be fully versed in every aspect of the non-profit except for finance and auditing. 

Ideal Students: This program is a training ground for students looking for careers in International Business, Diplomacy, Government, and Languages.
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