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Seattle Tilth’s 
Children’s Garden Administrative Internship 

Brief Description of Children’s Garden Programs

Gain experience supporting the administrative side of gardening with children. Our programs include school field trips that visit our gardens in Wallingford and Rainier Beach, presentations at schools, summer camps at the garden, after school gardening programs and Seattle Tilth’s community events such as our Edible Plant Sales and Harvest Fair.
Administrative Internships 
Learn about the inner workings of a non-profit organization and educational program while working with an active team of educators and volunteers. This is an excellent opportunity to learn essentials of a successful organization.

Administrative interns provide invaluable support to the work that takes place in the garden by helping to keep our affairs on track and on schedule. This is accomplished through tasks such as Sales Force data entry, registration support and special projects.

Time Commitment: Interns devote 12-24 hours per week for three, six, or nine months.

Compensation: This is an unpaid intern position, but can be done for school credit if your institution provides for it.
Work Site: Work takes place at our office in room 100 of the Good Shepherd Center at 4649 Sunnyside Ave. N., Seattle, WA 98103. 
Administrative Intern Responsibilities: 
· Schedule and confirm school field trips and class visits
· Coordinate with Volunteer Manger to update and maintain volunteer postings with service organizations
· Support day of for Garden Educator Workshops
· Create and analyze evaluation data

· Assist with program registration
· Research how to better use available technologies for program support
· Perform research to advance performance of current programs
· Assist with organization and execution of Seattle Tilth special events
· Work up to one shift per week outside in the garden.

· Other duties as assigned.

Administrative Intern Qualifications
· Excellent organizational skills.

· Proficiency using the Internet, graphic design programs, electronic survey applications, and Microsoft office suite. Sales Force data base knowledge a plus.

· Excellent communication skills.

· Ability to work independently and be self-directed and also work well as a member of a team.

· Enthusiasm for the mission of Seattle Tilth.

· A strong interest in non-profit work and community service.  

· Available weekdays between the hours of 9 a.m. and 5 p.m. and some Saturdays.
Benefits for Interns

Children’s Garden Interns gain valuable skills in garden education and are given an opportunity to experience the inner workings of a non-profit with over 30 years of success. Interns can leverage their experiences with Seattle Tilth for other outdoor learning programs, non-profit management or to develop professional contacts with Seattle Tilth staff and volunteers. You will be actively contributing to the fields of organic gardening, local food, education and the environment while working with a team and accomplishing common goals.
Application Process

Please fill out a volunteer/intern application on our website: http://seattletilth.org/get-involved/volunteer/internships. Email a cover letter and resume

(include education, relevant work with start/end dates and hours per week, ages of children taught) and two references (one professional and one personal) to jessicaheiman@seattletilth.org
Important Dates and Deadlines:

9 month internships: 


February 28- November 23, 2011 (application due Jan. 31)

6 month internships: 


February 28 - September 10, 2011 (application due Jan. 31)


May 30 – November 23, 2011 (application due May 2)

3 month internships: 


February 28 – June 10, 2011 (application due Jan. 31)


May 28 – September 10, 2011 (application due May 2)

August 29 – November 14, 2011 (application due Aug. 1)

· We can be somewhat flexible with start and end dates
Questions

Email Jessica Heiman jessicaheiman@seattletilth.org. or call (206)633-0451 Ext.106 for more information.
About Seattle Tilth

Seattle Tilth is a nationally recognized non-profit educational organization dedicated to inspiring and educating people to garden organically and conserve natural resources, and support local food systems in order to cultivate a healthy urban environment and community.  Our programs include community learning gardens, youth garden programming, small farm business development training, our volunteer program, classes and workshops, events, a children’s garden program, the Master Composter program and the Garden Hotline. 

About Our Community Learning Gardens

We manage several community learning gardens in Seattle including at the Good Shepherd Center, Bradner Gardens Park, the Rainier Beach Learning Garden and at the Pickering Barn in Issaquah. We also maintain a school garden at Thurgood Marshall Elementary. We demonstrate and teach organic urban food production and sustainable landscape management. This is a rich educational environment and we emphasize “hands-on” learning. 

Thank you for your interest in being an intern with Seattle Tilth!
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