[image: image1.jpg]Big Brothers Big Sisters
Southeastern Pennsylvania





Program Support Intern – MA/MS Level
Spring 2012 
Location: 


Philadelphia or Montgomery Counties
Days: 


TBD – at least 16 hours per week
Time Commitment:
January – May 2012
Status: 


Non-Paid
The Program Support Intern will be an integral part of our office and program team. The Intern will support our staff and work on special projects relating to our ‘Big’ (Volunteers) and ‘Littles’ (Youth) matches. 
Responsibilities include, but are not limited to:
· Through recurring telephone and electronic contact, determine that elements of child safety, positive relationship and youth development indicators, and signs of a sense of affiliation with the Agency are present within the child/mentor match.  

· Ensure that potential problems and barriers to success are identified and addressed.  Promptly inform supervisor regarding concerns about any factors that may negatively impact the match.

· Effectively utilize on-line database system for recording and reviewing all child/mentor match details.

· Provide friendly, approachable customer service and represent the Agency and our mission in a professional and positive manner.

Successful candidates will: 

· Be proficient in Microsoft Office; able to research online information
· Have strong communication, verbal, listening and writing skills
· Strong organizational skills
· The ability to work independently with attention to detail (i.e. proofreading/ project management)
Academic/Equivalent Requirements: Graduate Student
Contact:
Please send a letter of interest and resume to: 

Ruth Roberts rroberts@bbbssepa.org 
** Please indicate Program Support Intern in the email subject line.

About Big Brothers Big Sisters Southeastern Pennsylvania
Big Brothers Big Sisters Southeastern Pennsylvania (BBBS SEPA) proudly serves Chester, Delaware, Montgomery and Philadelphia counties with our life-changing youth mentoring program. We make a difference by matching a child with a Big Brother or Big Sister – a friend and role model who can help to bring out the full potential in their "Little."  Our volunteers help children to have new experiences and see the world differently.  Research shows that these shared moments have a positive impact on the lives and futures of these children.  Simply put, with BBBS mentoring, life’s little moments really do create "Big magic."  Visit www.bbbssepa.org to learn more.
