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Reports To:			Executive Director
Employment Status:		Internship, Part-time, Unpaid
Available:			September 1, 2011 - November 18, 2011
Number of Openings:		Two


Who We Are:  
Komen Iowa is a fast-paced, dynamic environment.  We are a small team, and work closely together, but maintain a highly independent atmosphere. Everyone involved with the organization is here because they believe in something greater than themselves and the impact we have on a daily basis is powerful.  This position requires an ability to build strong relationships with community organizations, volunteers, colleagues and the health care community. The ideal candidate is committed to the mission and the importance of raising awareness about breast cancer, and moving one step closer to finding a cure.  
 	
		
Basic Function:  
The Race for the Cure Intern will assist in the pre-planning, logistics, participant service, and administrative duties necessary for the Komen Iowa Race for the Cure® held in Des Moines on Saturday, October 22, 2011.  The Komen Iowa Intern will work in a team atmosphere and have the opportunity to learn about a wide range of areas in a non-profit organization and major event planning.  Interns will work three to five days a week for a total of 20-40 hours per week. Some weekends, early mornings, and evening hours are required as determined by the event planning needs.  


Primary Responsibilities:
· Work directly with Komen Iowa Executive Director, staff, and Race Committee offering support in all pre-planning and logistics involved with the Komen Iowa Race for the Cure®
· Serve as point of contact for all Race-related customer service issues and provide timely, sensitive, accurate assistance to all Affiliate stakeholders
· Oversee Race related volunteer projects as directed. Communicate volunteer needs with Affiliate Volunteer Coordinator and train volunteers in Race related duties including registration and pledge data entry and packet fulfillment.
· Attend Race Committee meetings; provide reports and support as necessary
· Provide logistical support for special programs such as pre-Race promotional programs, Race day VIP activities and other programs that support the Race.
· Provide post-Race logistical support on projects such as sponsor matching funds program, Race registration reporting, sponsor and participant recognition and fulfillment, and post-Race research and mailings
· Data entry support as needed, including processing offline/mail-in gifts into an online database




Position Qualifications:  
· Keen interest in the mission of the Affiliate
· Experience and/or interest in events coordination and public relations
· Leadership Experience a plus
· Experience and ability with customer service
· Self-motivated individual with the ability to multi-task and thrive in a fast-paced, independent work environment
· Excellent problem-solver with strong organizational skills
· Excellent written, verbal, interpersonal communication skills, and effective presentation skills
· Technologically proficient; experience with Microsoft Office Suite;  web content management a plus
· Ability to work in a confidential setting, protecting confidential data and information
· Willingness to learn new methods and skills
· Preference given to applicants who have completed sophomore level college work
· Ability to lift and carry 30 pounds; capable of standing for one hour or more    
· Valid driver’s license, personal insurance, and access to reliable vehicle required 
· Candidacy will be subject to criminal background check
· Must be available to work entirety of Race weekend (Thursday, October 20, 2011 – Sunday October 23, 2011)


Benefits:  
Working for Komen makes you part of the largest and strongest network in the fight against breast cancer.  We are making a difference every day.  We maintain a flexible work environment, and expose everyone to many different kinds of people and many different types of work.  It is a comprehensive approach to learning about the non-profit field, and a well-known brand-name organization in which to build skills.



Application Process:  Interested applicants must email a resume and cover letter to info@komeniowa.org with the words “Race for the Cure Intern Applicant” in the subject line.  Qualified applicants will be contacted for an interview.  All applicants will be notified when the positions are filled.  Resumes will be accepted until the close of business on October 1, 2011.  
	
Materials can also be mailed to:
Susan G. Komen Foundation Iowa Affiliate
PO Box 65664
West Des Moines, Iowa   50265

No phone calls please.
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