
[image: image1.png]MAKE-(X'WisSH




Program Internship Job Description

The Program Intern position primarily entails updating and maintaining several key projects within the Greater Bay Area Make-A-Wish Foundation( Program Department for one semester (equivalent to at least 3 months).  The position is a supportive role that requires one to work efficiently on both team-based and independent projects.  Projects may include: processing new and prospective wish children referrals, faxing medical forms to physicians; updating database for wish children; mailing follow-up wish evaluation packages to families, recording and filing photos, letters and evaluations; writing wish stories for donor programs and newsletter; writing thank-you notes to in-kind donors, volunteers and referral sources; contacting referral sources and in-kind donors to update database, creating and organizing outreach packets for medical professionals, occasional non-wish related event planning.  Projects may include assisting Program staff in wish planning and wish cost accounting. 

Candidate must have excellent written and oral communication skills, be computer literate with an emphasis on Microsoft Word and Excel, have great attention to detail, and must be able to protect the confidentiality of our wish families.  Previous office experience is desired but not required.  Strong writing, communication and computer skills and fluency in a second language, particularly Spanish, are pluses.  If selected for this position, you must be fingerprinted and pass a background check by the Department of Justice.

A degree is not required.  A background or interest in Social Work, Psychology or Sociology with a minimum G.P.A. of 3.0 is ideal.  

Candidates should be available to work at least 16-24 hours a week. $100/month stipend included for a minimum of two 8-hour days a week for a period of three months.
Interested applicants should send a cover letter and resume via email or mail to 

Program Internship Search

Greater Bay Area Make-A-Wish Foundation(
55 Hawthorne Street, Suite 800
San Francisco, CA 94105
info@SFWish.org

No phone calls please.

This is a volunteer position.  College credit may be available depending on the requirements of your college or university.

The Greater Bay Area Make-A-Wish Foundation grants wishes to children between the ages of 2 ½ and 18 who are battling a life-threatening illness.
