Human Resources Internship

The human resources intern will work under the supervision of the GLC Executive Director and in collaboration with staff and volunteers to provide human resources support to the volunteers, staff, and users of the Grassroots Leadership College. The intern will work out of the office of the Grassroots Leadership College, 1321 E. Mifflin St. (cooperative daycare available on site). 
 
We are looking for someone who believes in neighborhoods and community.  We are looking for an individual with skills and interests in many areas who wants to support others as learners, teachers, and leaders and who genuinely enjoys working with a diverse group of people. 

Responsibilities


To support a positive working environment that lives out the vision that everyone is a learner, everyone is a teacher, and everyone is a leader
· Maintain communication with and support volunteers
· Work with staff to connect volunteers with work and ensure successful experiences
· Develop tools to ensure ongoing success as an organization that is largely dependent on volunteer power
Specific task areas are listed below


Volunteer Night
· Work with staff to decide on focus and duties to be done at monthly volunteer nights
· coordinate monthly volunteer nights
· Recruit volunteers and work with staff to provide any needed training to assure success
· Provide follow up and thank you’s to volunteers

Volunteer Support and Recruitment
· Develop basic volunteer orientation materials 
· Maintain volunteer job descriptions and distribute through online and community outlets
· Create and maintain tools to acknowledge volunteers (i.e. volunteer picture board, thank you’s, volunteer awards, stories for newsletter or website, etc)
· Work with staff to assure that there are sufficient and well trained volunteers for all programs and in the office

Administration 
· Develop and maintain tracking system to track volunteer hours and areas of work
· Other administrative duties as necessary

Experience & Skills Needed

Demonstrated Skills/Abilities Requirements
Proven skill in communicating verbally and in writing with diverse individuals, strong people skills, and competency with personal computers are all required.  Social media skills are a plus.  The intern should also have interest in or experience working with volunteers. 

Education/Training Requirements
Relevant coursework in business management, human resource development, or adult education are helpful. 

Teamwork & Supervision
The intern will work under the direct supervision of the Grassroots Leadership College Executive Director.   The intern will also work closely other staff and volunteers.  This person must be able to work both collaboratively with diverse groups and independently, as needed. 

Flexibility & Transportation
The position will average 10 hours per week with flexibility around the needs of the intern and the program.  A cooperative day care is available on site.  The Grassroots Leadership College is located on within approximately one block of a bus stop.

Compensation/Benefits

This is a unpaid internship with the possibility of being credit bearing
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