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Description automatically generated]     SWS - Administrative Intern


Position Type: Student Employment
Position Flexibility: On Site/In Office (off campus)
Compensation: $17.13
Student Employment Type:  State
Approximate Hours Per Week: 15 - 19

Desired Skills:
Communication · Computer · Community Engagement · Microsoft Applications · 
Time Management · Organization · Business ·  Basic Canva · Volunteering

Description:
· Provide administrative support to various programs by copying, filing, mailing, and record keeping.  
· Assist with maintenance of records.
· Create and deliver e-mail marketing campaigns.  Must safeguard privacy of clients and handle confidential information appropriately.  
· Assist in production of internal documents, printed materials, newsletter, electronic photo albums and social media communications.  
· Assist in production and management of online portals, special projects and events with donors and alumni association.  
· Must function well as part of a team and be able to report clearly and in a timely manner to members of the team.  Functioning in office atmosphere, understanding real life expectations and responsibilities participating in work based projects with goals and deadlines.  
· Interact with members of the cohort and public in office setting and at occasional events.  
· Practice time management skills and learn how to organize and prioritize tasks.  
· Learn personal strengths/weaknesses.  
· Must be State Work Study eligible.  
· Computer literacy and experience (Microsoft Office, PowerPoint, Publisher, and web-based applications) necessary.  
· Able to manage data and records accurately and consistently, prepare reports. 
· Able to work independently, requesting guidance as needed.  
· Regular, reliable attendance and office-appropriate attire are required.
Benefits:  
Student employees accrue one hour of sick time off for every 40 hours worked. Accrual begins at the start of employment.
To Apply: Send Resumé & Cover Letter to Leadership Spokane
Contact Information:
leadership@leadershipspokane.org
Phone: 509-321-3639
http://www.leadershipspokane.org
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