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IRVING HEALTHCARE FOUNDATION

Raising funds for a healthier Irving.
A partnership for life.



Development Coordinator Internship Job Description

Irving Healthcare Foundation

1901 N. MacArthur Blvd.

Irving, TX 75061

972-579-4395

Fax: 972-579-4399
www.healthyirving.org

Dates: May 23, 2011 – July 15, 2011

Hours: 9 AM – 5 PM with some evening and Saturday flex for special events

Benefits: Salary provided by ExxonMobil of $2,750 payable biweekly over the 8-week internship. Interns will also participate in professional development and service project opportunities provided by ExxonMobil.
About the Irving Healthcare Foundation:

The Irving Healthcare Foundation makes people healthier by awarding funds raised and encouraging volunteer service to worthy local nonprofit healthcare organizations.  The primary grant recipients are Baylor Medical Center at Irving, Our Children’s House at Baylor – Irving, Irving Interfaith Clinic and the Childhood Obesity Taskforce.  Last fiscal year, the foundation donated $1.2 million dollars to help meet healthcare needs in Irving.  

Position Description: 
You will have the opportunity to directly impact the health of a community especially children with special medical needs that attend Our Children’s House at Baylor – Irving (OCHI), a child development center that works with children ages 6 weeks to 5 years to ensure that they reach their fullest developmental and educational potential.  You’ll be part of a dynamic team of individuals highly dedicated to engaging the community in the mission of OCHI.  You’ll work directly with the Director of Development at the Irving Healthcare Foundation to organize events, coordinate volunteers, implement marketing strategies and organize a paper icon fundraising campaign to raise funds for OCHI.  
Responsibilities Include:

· Plan and organize an annual calendar of events for the volunteer/donor guild.

· Help coordinate and support the Kiddin’ a Round Miniature Golf Classic sponsors in the design and construction of golf holes leading up to and on the day of the event on June 4.  

· Utilize a paper icon kit to approach businesses with high customer volume to commit to a 1-4 week campaign to raise money for Our Children’s House.

· Assist with event planning activities associated with the annual A Ghostly Affair Halloween Party and Silent Auction and TexasFest fundraisers including implementation of the marketing plan, auction solicitation, Kick Off party logistics, and volunteer recruitment.  

· Regularly communicate status of tasks and goals with the Director of Development.    

Qualities and Skills:  

Applicants must be a currently enrolled undergraduate student who will be returning to college as a full time student in the fall of 2011 (proof will be required).  Competitive applicants will be able to give examples of their ability to communicate effectively, share enthusiasm, stay organized, be self-motivated and be goal-oriented. Sales, customer service, marketing and design experience are a bonus.  Excel, Microsoft Word and Outlook skills are required. 
Indicators of Success:  

· All deadlines will be met or a contingency plan will be offered.

· Weekly goals will be achieved and when obstacles to goals are encountered, the successful intern will ask questions and offer solutions.

· In addition to organization goals, the intern will have accomplished three personal goals established at the beginning of the internship.     

How to apply: 

Please submit resume, cover letter and a list of references to Tawnia Wise at tawnia.wise@baylorhealth.edu by May 25, 2011.  For more information about the Irving Healthcare Foundation or Our Children’s House at Baylor – Irving, visit our website at www.healthyirving.org.  No phone calls please.
