[image: ]Camden City Independent Living Center
1000 Atlantic Ave Suite 135 
Camden NJ 08104
856-966-0800

CCILC Independent Living Internship
TERM: Summer 				REPORTS TO: Executive Director 
COMPENSATION: Stipend			OPEN TO: College and High School Students

Camden City Independent Living Center is looking for a motivated intern to work with our team!
What we offer:
Camden City Independent Living Center is a close nit work environment, where we are constantly learning from each other.  At CCILC you will be valued, and we will appreciate your input and experience. You will have the opportunity to grow within our organization!  In fact, you’re encouraged to develop your own projects related to our 5 core services. We offer training, and opportunities to work one on one with our veteran staff members such as our Housing Coordinator, Transition Specialist, Administrative Assistant, Program Coordinator and the Executive Director. CCILC is perfect for individuals looking for a convenient work life balance!  We have shorter hours than most organizations, and during the summer we close on Fridays to allow our staff more time to enjoy the warm weather and spend time with their families.  If you enjoy the city, you will find there are many places to go nearby.  We are located less than 10 minutes from Philadelphia and less than an hour from Atlantic City.
 
Responsibilities:
· Aid local disabled community members in qualifying for governmental utility assistance.
· Manage and schedule appointments for 5 team members according to the consumers need.
· Oversee the organization of consumer information according to HIPPA Laws.
· Assist with children events including back to school and holiday programs.
· Perform multiple tasks and complete assignments within time constraints.
· Answer and vet calls for the Executive Director, and specialist staff.
· Filing. Office duties
Capstone project:[endnoteRef:1] [1:  A capstone project is a culminating assignment, where interns will be able to show case all they have learned by presenting to CCILC staff and board members what they accomplished over the summer. ] 

· Interns will work all summer on a capstone project as part of their normal duties; the capstone project will be overseen by the Executive Director. The type of project the intern will complete will be based on the interns’ interests and will fall under one of CCILC’s 5 core services.  
· The intern will be allowed to develop a plan for implementation with the program coordinator. At the end of the internship, the intern will host a presentation on what they accomplished.   
· The goal of the capstone project is to provide practical experience where students can apply theory to real-world problems.

The ideal candidate will be able to:
· Work with diverse consumers on a cross disabilities basis and understand their independent living needs to find resources in the community for referrals.
· Work with other staff to create a network consisting of necessary resources to support consumers in their pursuit of independent living.
· Maintain effective and positive working relationships with all Independent Living staff as well as other agencies/service providers in order to encourage referrals, promote cooperation and ensure effectiveness of services.

Minimum Knowledge, Experience & Skills Requirements:
· Must be a self-starter with the ability to organize tasks and manage time effectively.
· Requires excellent written and communication skills.
· Working knowledge of Microsoft Office, and Google Suite (Gmail and Google Calendar), 
· Ability to work independently, one-on-one or in a group setting

***These statements are intended to describe the general nature and level of work performed by interns assigned to this position. They are not intended to be an exhaustive list of all responsibilities, duties and skills required. ***




CCILC is an Equal Opportunity Employer. CCILC affirms its commitment to equality of opportunity and pledges that it will not practice or permit discrimination in employment on the basis of race, national origin, color, creed, religion, sex, age, disability, veteran status, sexual orientation, gender identity, or associational preference.
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