INTERNSHIP/COOPERATIVE EDUCATION JOB REQUISITION

TEXAS WOMAN’S UNIVERSITY – CAREER SERVICES

Open Date: 
1/19/11


Closing Date:
1/31/11
Beginning Date:
TBD
Rate of Pay: 
Unpaid


Hours per Week:
4-15
Title: 
Program Intern
Additional Information: Flexible with students schedule? Yes
Times Needed to Work: Flexible, M-F b/w 9 a.m. and 5 p.m.
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	
	
	
	
	


List skills/qualifications needed for this position
Responsibilities:

•
Update statistics for Adopt-A-Spot and Community Service Programs

•
Update statistics for special clean-ups and volunteer work days

•
Read and clip KDB-related articles from the newspaper

•
Assemble mailings or packets as needed

•
Answer incoming phone calls & direct to appropriate staff

•
Make updates to the KDB website

•
Greet incoming guests and assist as needed

•
Web research as needed

•
Attend events and assist with planning and logistics

•
Other duties as assigned

Job requirements:

•
Working knowledge of Microsoft Office including Word, Excel, PPT, Outlook

•
Excellent customer service skills

•
Detail-oriented

•
Punctual and reliable

•
Flexible daytime schedule

Application Procedures

Email volunteer@kdb.org for full application.
Contact Info
Company/Department: Keep Denton Beautiful

Contact Person(s): Jannibah Coleman
Contact Person Position: Volunteer and Program Coordinator
Address: 1117 Riney Rd
Phone: 940.349.8737
Email: jannibah@kdb.org

Website: www.kdb.org 
Email this form to careers@twu.edu or fax to 940-898-2956.

Please notify the Career Services Office when a position has been filled to assist us in keeping the Internship/Co-op job board and website current for TWU students.  

Thank you!

Career Services • Human Development Building (HDB), Suite 200
Phone: 940-898-2950 • Fax: 940-898-2956
Disclaimer
The TWU office of Career Services makes no representation concerning persons seeking employment from, or the jobs posted on, the Career Services website/bulletin boards. The office of Career Services reserves the right to decline to post any employment opportunity.
