
 Program Intern Winter 2024 
Job Descrip�on 

 

 

POSITION DESCRIPTION: Program Intern 

This internship will be engaged with a suppor�ng role in the implementa�on of the Founda�on’s grantmaking and 
scholarship programs. He/she will be working with the Program Director to support the Founda�on’s grantmaking and 
scholarship ini�a�ves and community outreach. This individual will also assist in general office administra�on as �me 
allows. 

Tasks will include: 

• Provide administra�ve support to the Program Director for strategic projects such as the nonprofit training 
series, nonprofit interagency mee�ngs, LIFE, and community leadership ini�a�ves.  

• Assist with the planning and coordina�on of the Founda�on’s youth philanthropy program – LIFE.  
• Assist with grantmaking and scholarship program data collec�on and research.  
• Atend community mee�ngs and report on issues and decisions relevant to assigned projects.  
• Assist with scholarship program administra�on, which may include scholarship promo�on and applica�on 

management.   
• Complete addi�onal tasks, including but not limited to: covering the front desk, answering calls, data collec�on, 

managing mee�ng logis�cs, preparing agendas and other materials for mee�ngs with leaders and team 
members. 

Posi�on Requirements 

Education & Experience 

• Currently enrolled as a college sophomore, junior, senior or graduate student at an Indiana college or university 
• Pursuing a degree in business, business management, human services, educa�on, organiza�onal leadership, 

nonprofit management, communica�ons, non-profit management, or related fields 
• Experience with community service or nonprofit organiza�ons preferred 

Knowledge, Skills and Abilities 

• Strong writen and verbal communica�on skills with a professional a�tude and demeanor 
• Highly organized with acute aten�on to detail and the ability to priori�ze �me-sensi�ve projects 
• Proficiency in Microso� applica�ons with an ability to learn our internal database and applica�on system 
• The ability to work independently and coopera�vely as a team player on a vibrant and growing team 

 

Specifics 

• Internship Dates: January 2024-May 2024, with opportunity for addi�onal internship in summer 2024 and 
fall 2024 

• Pay rate: $15.00/hour 
• Hours: 15-30 hours/week 

Please submit a resume and short cover leter to Octavia Yoder at oyoder@lccf.net.   
 


