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Organization Overview:
Through advocacy and mentorship, the Athens Oconee Court Appointed Special Advocates (CASA) organization
empowers community members to stand up for a foster child and champion their rights in court. CASA
recruits, trains, and provides ongoing support to community volunteers serving as officers of the court to
advocate for the best interests of abused and neglected children in the foster care system. Through sustained,
personal attention, CASA volunteers create positive changes in children's lives, providing children with hope,
stability and opportunities to thrive in preparation for healthy, productive adult lives. More information can be
found at www.athensoconeecasa.org.

Position Overview:

A CASA Executive Intern provides operational and administrative support for the Athens Oconee CASA
Executive Director. The Executive Intern will have a unique opportunity to gain deep insight into effectively
managing and supporting a non-profit organization. They will have the chance to better understand non-profit
best practices, human resources, program management, board functioning, volunteer management,
fundraising, and more. Many of the tasks and projects will involve behind-the-scenes work essential for the
organization to run smoothly. Individuals with a passion for social work, non-profit management, a positive
attitude, and a strong desire to help the Athens Oconee CASA vision become a reality will thrive in this
position.

The Executive Intern position requires a flexible and professional individual with strong communication skills
and the ability to take initiative. This role also necessitates multitasking abilities and someone who can work
independently to complete assigned tasks and projects. Within the organization, this role is crucial in keeping
the CASA program running smoothly by connecting the dots to enhance the performance of others.

Environment:

The intern will be expected to work 10-25 hours per week. General office hours are from 9:00 am to 5:00 pm,
but this may vary depending on the organization's needs. Working independently from home may be
necessary if staff are not in the office. There may also be a requirement to work on special events outside of
regular hours, as well as some inner-city travel.
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Responsibilities:
e Assist ED in managing schedules, emails, calendars, events, contacts, expense reports, analytical
support
e Communicate in a timely fashion (respond to in-office messages, phone calls, and emails same day,
even when not working internship hours).
e Meeting Management
o Gather information and set agendas for meetings
o Attend and take clear and comprehensive notes in internal and external meetings.
e Assist with front desk administration.

o Provide hospitality to all guests and help to create a welcoming environment.

o Communicate with clients at the door to ensure appointments are kept and needs are met.

o Answer all calls and forward information to those needed.

o Performs clerical and administrative tasks including drafting letters and memaos.

e Intern Planning and Facilitation

o Coordinate and facilitate assistance in the volunteer and intern screening process

o Coordinate and facilitate assistance in receiving, organizing, and responding to internship
interest

o Coordinate and facilitate assistance in overseeing Interns on their daily tasks by facilitating daily
communication and setting meetings.

o Keep up with list weekly intern tasks and make available to all staff

e Help create board structuring and development.

o Assist ED in agenda development and board tracking.

o Prepare, attend, and participate in Board Orientation and Committee meetings; take notes as
needed and track information for ED.

e Assist Executive Director (ED) with donor engagement and management.

o Handwrite thank you cards.

o Gather information and pictures and ensure that information in the Annual Report is accurate.
e Assist staff with Facilities Management.

o Do small maintenance around the house (change light bulbs, take out trash/recycling as needed,
replace paper towels or toilet paper as needed, sweep/vacuum interior floors or sweep the
exterior as needed).

o Assist in getting quotes for repairs and products

e Assist with Athens Oconee CASA fundraising.

o Attend fundraiser events; help with set up and break down; create marketing material for
events; distribute marketing material within the community.

o Be able to take part in grant writing. This includes researching grants, gathering data, and
possibly filling out grant applications.
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Data Management: Research invoices, reports, and other documents.
o Ensure that information on donors is accurate and updated in our donor management system.
o Virtual and in-person filing.
Community Engagement
o Assist with going out into the community to promote training, Athens Oconee CASA events, and
donation needs through flyers and verbal communication.
o Display a willingness and drive to promote the Athens Oconee CASA mission to the community.
o Display initiative in reaching out to a variety of organizations.
= This could include cold calling organizations on behalf of Athens-Oconee CASA
Bring creative ideas to the team on how to expand the above items.

Supplies/Skills/Requirements:

Possess your own laptop, mobile phone, and transportation.

A working knowledge of Outlook, Microsoft Teams, Google Suite, Canva, and/or a willingness to learn
these platforms.

Have the ability to work in a fast-paced and changing environment. Be flexible to change to daily
scheduling and atmosphere.

Able to manage and complete multiple tasks in a timely manner and understand how to prioritize those
tasks efficiently to meet deadlines.

Demonstrate a follow-through on commitments, with accountability for own actions.

Must pass a comprehensive criminal background check including the child abuseregistry.

Maintain Confidentiality.

Have the ability to work effectively individually or in a teamsetting.

Have the ability to plan ahead, take initiative, and anticipate needs when oversight is not readily
available.

Have the ability to maintain professionalism in a variety of settings even when others are less than
professional.

Be able to sit for long periods of time and lift at least 25 pounds.

Well organized, flexible, and creative.

Excellent oral communication skills, including the ability to maintain objectivity.

Excellent writing and editing skills.

Demonstrated objectivity and respect of all people regardless of socioeconomic background, culture,
religion, sexual orientation, disability or gender and experience working with culturally diverse
populations.

Welcome feedback: calmly evaluate and make mindful, strategic decisions in emotionally charged
situations and in the absence of complete clarity
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