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Philanthropy Intern
Position Description

Position Profile:

The Philanthropy Internship is designed to expose future industry leaders to a wide range of not for profit experiences and learning opportunities by working with the Hamilton Southeastern Schools Foundation.   Our mission is to enhance educational opportunities, inspire excellence and engage the community to foster a legacy of support.   The foundation serves the Hamilton Southeastern public school community which is comprised of 21 schools and nearly 21,000 students.   

This position is part-time in compliance with school and/or credit requirements and may involve some evening and weekend work.  HSSF is located in Fishers, IN (near 37 and 126), telecommuting options may be available.  

Responsibilities:

1. Support fundraising efforts including donor identification, cultivation, tracking, and retention efforts. 
2. Participate in special event planning and implementation
3. Support the grant and scholarship process, specifically assisting the Executive Director with the design, data collection, and implementation of an evaluation process to report outcomes/impact.

4. Summarize historical data related to foundation fundraising, events, grants, and scholarships

5. Assist with public relations related to newsletters, website features and annual reports
6. Perform other duties as required.
Additional Experience Available Based on Interest:

1. Develop a volunteer program including a recruitment plan, brief application/orientation.  
2. Participate in financial management activities including budget projections and audit support  

3. Review current marketing and social media efforts; develop an annual marketing plan and issue press releases
4. Provide support to board of directors and/or advisory council activities

Desired Qualifications:

1. Pursuing a BA or advanced degree in business, marketing, communication or related field
2. Experience with philanthropy, public education, fundraising or community service.  
3. Excellent organizational and communication skills contributing to a team environment.

4. Ability to work independently and proactively.

5. Proficient computer literacy with aptitude to learn new software 
6. Excellent writing skills.

7. Flexibility and ability to manage many tasks and details at one time.

Application:
Interested candidates should forward a cover letter and résumé to:

Hamilton Southeastern Schools Foundation

RE: Internship

hsefoundation@hse.k12.in.us
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