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Intern Job Description 

 

Team: Multiple 

Reports To: Program Coordinator, Executive Director 

FLSA Classification: Non-Exempt Part-Time (6 Hours Weekly) 

Revision Date: 10/2025 

 

Job Summary: 

The goal of the DSAGC Internship Program is to provide a meaningful and supportive 
learning experience that prepares interns for future employment opportunities. This internship is 
an opportunity to be a paid employee on the DSAGC staff team and work collaboratively on 
various projects to gain valuable professional experience in a nonprofit environment. 
 
Interns will assist DSAGC staff in cultivating relationships with current and potential donors, 
helping them see the impact of their contributions. They will also support the planning and 
execution of DSAGC events and take part in a variety of administrative and program-related 
tasks such as creating transition folders, organizing program materials, and helping facilitate 
programs. 
 
Through this experience, interns will strengthen their executive functioning, communication, 
social, and leadership skills. 
 

Essential Duties and Responsibilities: 

• Assist with event preparation (shirts, attendee gift bags, event supplies, etc.) 
• Attend DSAGC events; greet and engage with attendees 
• Write thank-you notes to donors and sponsors 
• Help communicate the impact of DSAGC programs to donors (in person and in writing) 
• Contribute creative ideas for recognizing and thanking DSAGC supporters 
• Assemble program materials (folders, event promotions, etc.) 
• Assist Program Coordinators with program-related tasks 
• Support office operations (mailings, printing, organizing materials) 
• Ensure the office and Empowerment Center are ready for use before and after programs 
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• Be available to assist with and attend fundraising events 
• Adhere to all policies and procedures detailed in the Employee Handbook and Policy and 

Direction Manual 
• Other duties as assigned by the Program Director or Executive Director 

 Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions of this position. 

 

Qualifications: 

• Adult with Down syndrome at least 18 years of age 
• Strong communication skills (may utilize supports as needed) 
• Reliable transportation 
• Willingness to contribute to a wide variety of tasks 
• Perform other responsibilities as assigned by supervisors 
• Contribute to and model the values and mission of the DSAGC 

 

Physical Demands: 

• Prolonged periods of sitting at a desk and working on a computer 
• Occasional walking, standing, bending, and reaching 
• Regular use of hands and fingers to operate office equipment such as computers, phones, 

photocopiers, and filing systems 

 

 
 

 
 

                    

 


