Calhoun College Foundation Office Internship

The Calhoun College Foundation, is the philanthropic arm of Calhoun Community College. The
Foundation’s mission is to provide support to the institution and to provide an affordable
education through scholarships to the citizens in our area. The Calhoun Alumni Association is
housed within the Foundation office and serves alumni and friends through membership
benefits, professional development, and outreach opportunities.

Description

The Calhoun Foundation Office intern will work with the Calhoun Foundation Director and staff
to gain valuable skills while assisting with event planning, marketing, and donor and alumni
outreach. This internship can provide portfolio-building experience, a flexible schedule and
valuable experience in the non-profit industry. In addition, it can be an excellent networking
opportunity given the many industry, businesses, organizations, and community leaders you
will interact with.

The position requires an energetic, team player, who is results-oriented and dedicated to the
achievement of personal and team goals. The candidate should have confidence in both verbal
and written communication, experience managing social media platforms, Office applications
and a passion for making a difference in the lives of people through education. Candidates are
expected to complete a confidentiality agreement due to the nature of Foundation records.

This position will provide a $1,000 scholarship for a Calhoun Community College student per-
semester. This is a 60 hours per semester position and may be renewed per semester, subject
to satisfactory work performance.

Responsibilities:
The Internship position responsibilities include (but are not limited to) the following:
= Prepare and distribute marketing materials, including reports, campaign materials, &

visual aids
= Entering Donor and Alumni information into a Donor Database
= Assist with general clerical responsibilities in the Foundation office
= Assist with Foundation and Alumni Events as needed- Set up and Break down
= Ability to lift items up to 25 Ibs.
= Ability to greet and speak with guests and donors
= Take pictures at campus events and Foundation events

Calhoun College Foundation Department Internship Application



First Name Last Name

Address

City State Zip

Phone number

Email address

Major Minor

Year of study: Freshman Sophomore

What interests you in this internship? (150 word limit)

Do you possess any special skills of which we should be aware? (excel spreadsheet or other
database software, MS Office 365, web or graphic design, social media skills video/camera
experience, newsletter production, etc.)

Submit items listed below by June 30, 2025 to foundation@calhoun.edu
Questions: 256-306-2942

1. Application
2. Resume
3. Transcripts (unofficial acceptable)
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