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​
DEVELOPMENT DEPARTMENT INTERNSHIP 

Position:  Habitat for Humanity Partnerships Intern – Pontiac

Hours per Week:  At least 8 hours per week

Duration:  Open
Our intern will be responsible for supporting the various events and activities of the Development team, providing database and administrative support, and assisting with the development of a meaningful and productive youth/young professionals program. Below is a list of activities that you may be responsible for during your internship with Habitat for Humanity of Oakland County. Please note that this is not a comprehensive list, but should be used as a guide for learning opportunities. 

· Responsibilities:

· Partnerships event planning, coordination, support
· Planning, coordination and/or attendance at sponsor and special events 
· Administration and database management 
· Assisting with phone calls, emails and database entries, creating meeting packets, taking meeting minutes
· Youth/Young Professionals Program
· Assisting with the creation of a program, attending meetings and events, planning and coordinating events/activities

· Undertake other related tasks, as requested, under the supervision of the Manager of Partnerships
· Some night and weekend work

· Qualifications:

· Professional demeanor – required

· Excellent communications skills

· Excellent customer service 

Contact:

Kim Howard

Manager of Partnerships

248.338.1843 x. 236

kimh@habitatoakland.org 
Now More Than Ever.


Help Build It!





150 Osmun St, Pontiac, Michigan 48342-3125


Phone: (248) 338-1843 Fax: (248) 338-1361 www.habitatoakland.org








