
 

 

 

 

 

 

Job Description: Membership/Fundraising Intern 

Position Description: The Membership/Fundraising Intern is a critical support 
position that enhances the effective implementation of CIVIC programs and 
that works to engage area students and community residents as part of CIVIC’s 
vision to foster a more peaceful and prosperous world.  

 

Expectations: Interns are expected to work 10 hours per week based on an 
established schedule. If you are unable to fulfill your hours, you should contact 
the ED. Interns are expected to conduct themselves in a professional manner 
and abide by all CIVIC procedures and policies. The intern is responsible for the 

primary responsibilities as outlined below but is also expected to collaborate 
and cooperate in the development, implementation and maintenance of all 
CIVIC programs as needed. 
 

Primary Responsibilities:  

 Liaison with the Membership and Fundraising Committees.   

o Help develop, implement, and maintain membership/fundraising 
projects & procedures developed by the Board 

- Membership Drives 
- Membership Recognition 

- Coordinating Volunteers 
 Coordinate (in cooperation with committee, staff program associate, and 

ED) all member-related functions (Meet & Greets, Annual Meeting, Citizen 
Diplomat Training Seminars, etc.) 

 Collaborate with programming staff to send out Constant Contact 
volunteer calls for programs and events 

 Document CIVIC programs (both images and written comments by 
participants) in cooperation with the communications intern 

 Manage Constant Contact list of (potential) sponsors 
 Track program impact via alumni project developed and implemented in 

collaboration with the Communications Committee 

 Collaborate with communications team to send email marketing 
communications as necessary 



 Attend CIVIC-sponsored events such as the Annual Membership Meeting 
and the Celebration of Citizen Diplomacy Dinner  

 Help with other miscellaneous office tasks as needed 

Performance measurements: You will report directly to the Executive Director. 
Interns will be evaluated after a 30-day period and again every six months. 
 
To apply, please send a current CV or resume and a letter of interest to Janice 

Weiner at civic.director@iowacivic.org and cc civic@iowacivic.org. Letters of 

interest should include why you are interested in a CIVIC internship, the specific 
internship that you are seeking, your year and major, as well as your availability. 
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