INTERNSHIP/COOPERATIVE EDUCATION JOB REQUISITION

TEXAS WOMAN’S UNIVERSITY – CAREER SERVICES

Open Date: 
2/22/11


Closing Date:
3/4/11
Beginning Date:
3/7/11
Rate of Pay: $1,000 stipend


Hours per Week: 20
Title:  Development Support Intern
Additional Information: Flexible with students schedule?___Yes___

Times Needed to Work:

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	
	1pm – 5pm
	9am – 1pm
	1pm – 5pm
	TBD


PLEASE NOTE: Some evening and weekend event support will be necessary but can certainly be worked around student’s schedule.

List skills/qualifications needed for this position
· Good interpersonal skills and ability to learn how to communicate with individuals at all levels

· Ability to work with a team towards achieving Lone Star goals by learning how to set priorities and problem solve.

· Ability to balance multiple tasks in order to help Development Staff reach deadlines

· Ability to delegate tasks out to volunteers 

· Good working knowledge in Microsoft products such as Outlook, Word, PowerPoint, and Excel

· Basic knowledge in computer functions with emphasis in setting up a wireless network 

· Ability to work evenings and/or weekends to attend packet pick-ups and events (dates to be provided)

Application Procedures
E-mail resume to Justin.martin@nmss.org
Contact Info
Company/Department: National Multiple Sclerosis Society
Contact Person(s): Justin Martin
Contact Person Position: Development Manager
Address: 2105 Luna Road, Ste. 390, Carrollton TX 75006
Phone: 469.619.4709
Email: Justin.martin@nmss.org
Website:

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.
