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HEART OF FLORIDA UNITED WAY
INTERN POSITION DESCRIPTION

VOLUNTEER TITLE:
Community Services Intern
REPORTS TO: 

Manager of Community Participation
DEPARTMENT:

Volunteer Resource Center
POSITION OBJECTIVE: This position serves as an administrative and community representative of the Heart of Florida United Way’s (HFUW) Volunteer Resource Center.  This position entails working closely with the Volunteer Resource Center managers to meet the mission of the United Way through flexible and consistent work in the Volunteer Resource Center.
PRIMARY JOB RESPONSIBILITIES/DUTIES:

· Working closely with department managers to meet demanding community and internal needs
· Strategically design and plan with department managers to use Interns and volunteers effectively
· Meet with community members to assist with collaboration efforts and support agency initiatives 
· Promote Volunteer Resource Center at fairs and community events

PHYSICAL DEMANDS:

Physical demands include sitting and/or standing and talking for extended periods of time.  Carrying table/booth supplies to/from fair.  
REQUIREMENTS:
· Reliable transportation required
· Strong Coordination skills

· Attention to detail

EDUCATION AND EXPERIENCE:

· Requires excellent verbal communication skills and good interpersonal skills.

· Ability to communicate effectively orally and in writing. 

· Ability to work on an extremely busy environment.

· Basic computer skills.

BENEFITS TO THE VOLUNTEER:  Volunteer will gain valuable experience working with the Heart of Florida United Way.  In addition to learning more about the Heart of Florida United Way and its various programs, the volunteer will have an increased awareness of Health and Human service programs available in the greater Central Florida community, gain more knowledge about and network with local organizations, meet new people and employers, and become more comfortable in public speaking.

If you have any questions or would like further information, please contact Julie Colombino – Community Participation Manager at 407-849-2363 or via email @ Julie.Colombino@HFUW.org 

