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POSITION DESCRIPTION

	Position Title:

	Intern, CMN & Corporate Gifts
	FLSA Status: 
	                              Assigned by HR

	Department: 
	Institutional Giving
	Date Created: 
	January 2002

	Reports To:

	Sr. Development Officer, CMN & other various team members 
	Date Revised: 
	August 2016

	
	
	Date Reviewed:
	     



General Summary of Position Responsibility:

The intern, CMN & Corporate Giving, will assist with the daily activities related to key fund raising initiatives led by the Children’s Miracle Network & Corporate Gifts teams. Responsibilities will be coordinated under the management of the Senior Development Officer, CMN and in coordination with other corporate and foundation relations team members. 

Essential Job Functions:
1. The successful candidate will be creative, as well as pay attention to the details, and be able to manage many tasks simultaneously.  

2. Specific responsibilities include assisting and coordinating the CMN & Corporate Gifts Teams with the following programs which may include, but are not limited to:  
A. Scheduling and coordinating logistics for internal and external meetings
B. Proposal and stewardship development 
C. Conducting cold calls to CMN retail partners
D. Assisting with hospital tours, donor visits and community and civic activities
E. Assisting with CMN partner campaigns & program events
F. Facilitating Corporate and Foundation mailings 
G. Researching prospects, running Raiser’s Edge reports and maintenance of data in the system
Knowledge, Skills and Abilities:

1. Currently working to obtain undergraduate degree, preferably in Business, Marketing, Communications, or Public Relations
2. Experience in development, sales, business development preferred  
3. Microsoft Office program knowledge required.  

4. A strong command of the English language and the ability to compose, edit and proof written language and to communicate effectively on a verbal level.  

5. Strong organizational skills and the ability to establish priorities essential.

6. He or she must be capable of exercising good judgment and confidentiality in dealing with volunteers, donors, and staff and must have patience and understanding of the needs of others.  

7. He or she must be independent, accurate, and reliable. Must be able to perform effectively under the pressure of demanding deadlines, and work with limited supervision/instruction.  

8. A team attitude is necessary to work with internal and external constituencies.
9. Ability to work occasional nights and weekends
Working Conditions:
1. Office setting.  
2. Spends several hours a day at a computer terminal.

3. Occasional travel in the Chicago metropolitan area.

General Understanding and Nature of the Position Description
In accordance with the Americans with Disabilities Act, the above statements are intended to describe the general nature and level of work being performed by people assigned to this job classification.  These statements are not intended to be an exhaustive list of all responsibilities, duties and skills of personnel so classified.
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