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Cystic Fibrosis Foundation
Los Angeles Office, Southern California Chapter
Internship Opportunity

Time Commitment: Minimum of a 3 month commitment required
Stipend: Internship is unpaid

   Opportunity to earn college credit
Description:
For more than 20 years, the Cystic Fibrosis Foundation has consistently been recognized as one of the most effective and efficient organizations of its kind.  Because of the work of the Foundation, people with CF are living longer, healthier lives.  Foundation interns will have the opportunity to work with top fundraising professionals while gaining hands-on experience at a leading, National, non-profit organization. 
The CFF, Los Angeles Chapter is seeking a fervent individual to support the foundation’s aggressive special events schedule and fundraising efforts. Students will work under the guidance of CF Foundation staff, acquiring skills and experience as they assist in the planning and implementation of event-based fundraising events (such as the national Great Strides Walk for CF).  Our internship program offers college students the opportunity to gain experience in fundraising, marketing, event coordination, & general non-profit management skills. 
Students with cystic fibrosis will not be eligible for the internship due to the risk of infection in the interaction with others with CF.
Interns will work with event directors and special event coordinators on the following tasks:

· Auction Donation Solicitations

· Event mailings

· Follow-up phone calls
· Distribution of even collateral material & event promotions

· Volunteer Recruitment

· Logistical Assignments

Interns will also be expected to perform some administrative duties as needed.  Examples of this may include, but are not limited to:

· Database updates

· Processing Receipts & Invoices

· General Research 
Requirements:

· Relevant event, volunteer, or internship experience required. 

· Strong interpersonal skills (verbal and written) necessary 

· Ability to handle multiple tasks, prioritize and stay organized to ensure projects are complete in a timely manner. 

· Proficiency in Microsoft Office
· Basic knowledge of database management

· Availability for some nights and weekends, when event support it needed.

· Preferred fields of study include, but are not limited to: Non-profit Management, Marketing, Sales, Communication, or Business
Application Process:
Applications are accepted throughout the year.  
Please submit your resume and cover letter to:    

Jackie Smith
Special Events Coordinator

4929 Wilshire Blvd., Suite 702
Los Angeles, CA 90010
(323) 939-0758
jasmith@cff.org
A non-profit internship is an ideal way to experience a variety of tasks, roles, and responsibilities within an organization.  Though unpaid, interning at the Cystic Fibrosis Foundation will allow individuals to grow professionally, making them a competitive applicant in the search for future employment.
Students taking internships for credit must get approval for that credit through their academic unit.  While CFF is happy to assist interns in attaining course credit requirements, the responsibility lies with the student, not the employer.
Getting to and from the office is the responsibility of the intern.  
