A Non-Profit Organization Executive Management Business Management Analyst internship:  Special Projects Team-The National Museum of African American Religions.

The CEO of our executive management team seeks an Intern Business Management Analyst for our Special Projects Team. The Special Projects team is responsible for being a part of a think-tank focus group you will have flexible input the developing, designing, strategizing, and the implementation of our national fundraising campaign collaboration with BBVA Compass Bank and Stream Energy our two corporate partners.  The roll-out of our fundraiser’s implementation will span a seven state region college tour.  The main responsibility of the intern is assist executive management and our corporate sponsors in the creative development skills learned in their degree or major that craft the fundraisers implementation strategies. The importance of our think-tank is for the intern to be able to apply their school learned knowledge, and bring it to the table critical-think and problem-solving skills.  This position will work a flexible weekly schedule of approximately 20-25 hours with potential assignment through September 30, 2012. 

The Special Projects Intern will provide general support for the Special Projects team with responsibilities including, but not limited to: researching technical information for special projects, documenting various process flows within the fundraiser project involving the Non-Profits logo on a visa debit card with Compass Bank, coordination of meetings with committees, focus groups, etc., documentation  supporting special projects (i.e., meeting notes, supporting schedules, etc.), drafting correspondence both internal and external, preparing presentations, and creating marketing materials.

Intern will be participating marketing analyst dialogue in these discovery topics in our think-tank only sharing what they have learned in school relational to their course work or major surrounding these topics: Administrative Strategy-the integration of functional areas of business administration, and Students address strategic organizational problems and the optimization of the total enterprise. MBA student discusses the essential of entrepreneurship, risk taking and market opportunity. Students are expected to develop a major, discussing the market opportunities for a business product or service.  
Assessing the Business Opportunity- Investigates and conduct a thorough industry, market and competitor analysis and to determine the degree of match between the opportunity and the firm. Develop mission and vision, understanding corporate strategy and structure, market segments and demand factors.  Managing the complete flow of materials with business wide applications, determining demand, transformation processes used to satisfy demand, and finally managing the supply activity supporting the transformation processes. Managing Organizational Design and Change- Examination of the development of organizational competencies and capabilities through the study of the framing of management roles and the use of teams are emphasized in the change management process.

Skills / Requirements:
· Currently enrolled- or will be enrolled by October 1, 2011- in a 4-year university in Business Administration or related major (current Master of Business Administration (MBA) students preferred)

· Detail-oriented and the ability to handle multiple tasks and tight deadlines 

· General business knowledge related to the financial process

· Excellent communication skills, both written and verbal

· Strong proficiency in Microsoft Office, especially Word, Excel, and PowerPoint

· Involved in the planning, directing, and coordinating of operations levels of operations within our company.

· Responsible for planning for the most efficient use of materials and human resources.

· Help prepare and implement to-do lists of specific tasks to execute the plans that fall under their responsibility delegated by the CEO of our Non-Profit organization.

· Dealing with sales, research and development, statistical analysis, accounting, personnel, marketing, time management, business law, data entry and processing.

· Planning has to be followed by implementation that involves organizing, motivating and control of our student management think-tank teams who will give input on company’s business development goals and benchmarks. 

· Where tasks are assigned to others for execution, the business managers will have to make sure that the other organizational management team carry out their give duties and task properly.

· Finally, the business manager must ensure that actual performance is indeed in line with the operational business plans and directions given by the CEO of the company, and develop the milestones and the ability to measure companies performance must be measured and then checked against the goals and business milestones.

· Work experience not required
For further consideration of this position and information about our agency, please visit us at: If interested this is a non-pay position with the purpose of this internship being used for College credit.

www.museumafricanamericanreligions.org  or email us your resume to elijahhill@cogicmuseum.org
